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Secretary Marie Starr herewith fur- 
nishes the following as the proposed 
business agenda for the Fifteenth An- 
nual Convention of The National Sec- 
retaries Association (International) to 
be held at the Pittsburgh-Hilton Hotel, 
Pittsburgh, Pennsylvania, beginning 
July 20, 1960, with the official opening 
at 9:00 am., Thursday, July 21, 1960. 


Proposed Business Agenda 
Fifteenth Annual Convention 


The National Secretaries Association 
(International) 


Pittsburgh-Hilton Hotel, 


Pittsburgh, Pennsylvania 
July 20-23, 1960 


Theme 


The Vocation of Every Man and Woman 1s to Serve Other People” 


Monday, July 18, 1960 (Pre-Convention) 


Preregistration: 1:00 p.m. to 5:00 p.m. 
Tuesday, July 19, 1960 (Pre-Convention ) 


Preregistration: 9:00 a.m. to 12 noon 
1:00 p.m. to 5:00 p.m. 
7:00 p.m. to 10:00 p.m. 


Wednesday, July 20, 1960 (Pre-Convention) 


8:00 a.m. to 10:00 p.m.—Registration 
9:00 a.m.—Forums 
9:00 a.m. to 10:15 a.m.—New Office Tech- 
niques & Equip- 
ment 
10:30 a.m. to 11:45 a.m.—Liberal Arts 
1:30 p.m. to 2:45 p.m—Human Motiva- 
tion 
3:15 p.m. to 4:45 p.m.—Parliamentary 
Procedures 
8:00 p.m.—Chapter-at-Large Meeting (to be attended by 
members of the Chapter-at-Large and the In- 
ternational Board of Directors) 
9:00 p.m.—Open House 
9:30 p.m.—Informal introduction of Officers and Candidates 


Thursday, July 21, 1960 


8:00 a.m. to 10:00 p.m.—Registration 
9:00 a.m.—Opening Session 
Opening Ceremonies 
Keynote Speaker—Mr. Henry Viscardi, Jr. 
President, Abilities, Inc., “1960 Interna- 
tional Boss of the Year”’ 
Presentation: International President 
Board of Directors 
Executive Secretary 
Introductions 
Registration Report 
Rules of Convention 
Agenda 
Announcements 
Memorial Service 


12:00 noon—Recess 

1:00 p.m.—Secretary-of-the-Year Luncheon 

4:00 p.m.—Division Officers’ Informal Get-together 

6:30 p.m.—Certified Professional Secretaries (CPS) Dinner 

8:30 p.m.—‘Best Dressed Working Woman’ preliminary 
judging 


Tolstoi 
Friday, July 22, 1960 


8:00 a.m. to 5:00 p.m.—Registration 
8:30 a.m.—Delegates’ Briefing Session 
9:00 a.m.—Reconvene 
Invocation 
Registration Report 
“At Your Service” (Panel: International 
Board of Directors, Chairman of Home 
Trust Fund, Dean of CPS Institute, Public 
Relations Director, Editor of THE SEC- 
RETARY, and Executive Secretary) 
Report of Nominations Committee 
Introduction of Candidates 
(Voting polls open 12 noon to 3:00 p.m. 
Friday) 
Report of Institute for Certifying Secretaries 
—Dr. George Wagoner 
Announcements 
12:00 noon—Recess 
1:45 p.m.—Reconvene 
Report of NSA Home Trust Fund 
Report of Rules and Bylaws Committee 
5:00 p.m.—Recess 
8:30 p.m.—'‘Best Dressed Working Woman” Event 


Saturday, July 23, 1960 


8:00 a.m. to 5:00 p.m.—Registration 
9:00 a.m.—Reconvene 
Invocation 
Registration Report 
Report of Resolutions Committee 
Announcements 
12:00 noon—Recess 
1:45 p.m.—Reconvene 
Unfinished Business 
New Business 
Announcements of 1962 Convention Site 
Report of Tellers Committee 
Presentation of Awards (all except the Victor 
Frankil Award, the President’s Awards, 
and the Association Membership Awards) 
Announcements 


4:00 p.m.—Recess 


7:30 p.m.—Installation Banquet 
Introductions 
Résumé Presentation of Awards 
Resume Presentation of Awards 
Installation of International Officers 
Official Adjournment 














Dear Sir: 
Your secretary notices that the tyre is groving faint. 
But there ere letters to set out and no time to undertake 
the long, tiresome job of putting in the new ribbon and then 


getting to the washroom to scrub tus ink orf her hands. 


So the letters coe out looking like this. 


On a OO OE Ec 











Dear Sir: 

If your secretary had a new Royal Standard, she could change 
ribbons in nine (9) seconds and never touch the ribbon because 
Royal has the Twin-Pak ribbon changer. 


Makes sense to turn in those old slow-poke machines on 
advanced new Royals. Doesn't it? 


i 


New Secretary? 
NO-New Royal! 











oy 
ROYAL standard 


World’s Number One Typewriter 


A PRODUCT OF ROYAL MC BEE CORPORATION, THE WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS 
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Mrs. Evelyn G. Day, 514 South Main Street, 
Middletown, Ohio 


Northwest Vice President 
Mrs. Winifred L. Hillyer, 3301 West 24th 
Avenue, Denver |1, Colorado 


Southeast Vice President 
Mrs. Elizabeth T. Roper, 734 Oberlin Road, 
Augusta, Georgia 


Northeast Vice President 
Carolynne J. Schutz, 238 Main Street, Buf- 
falo, New York 


Great Lakes Vice President 

Ruth Gallinot, 444 St. James Place, Chicago 
14, Illinois 

Southwest Vice President 

Margaret McCormick, 6050 Pernod, St. 
Louis 9, Missouri 


Secretary 
Mrs. Marie Starr, 709 Northeast |5th Ave. 
Fort Lauderdale, Florida 


Treasurer 
Olive M. Porter, I! Stockwell Road, Edge- 
moor Terrace, Wilmington 3, Delaware 


Executive Secretary 
Gladys Vedros, 1103 Grand Avenue, Kansas 
City 6, Missouri 


PUBLICATION OFFICES 


Saml Dodsworth Company, 412 West 10th, 
Kansas City 5, Missouri, Telephone: Victor 
2-1688. C. D. Barton, President; Fred Ves- 
sels, Production Manager; William Shockley, 
Advertising Manager; Larry Weatherman, 
Art Director. 


The Secretary is published monthly by The 
National Secretaries Association (Interna- 
tional). Second class postage paid at Kansas 
City, Missouri. 


ADVERTISING OFFICE 

William H. Tindall, 30 Church Street, New 
York 7, New York, Telephone: BEekman 
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SUBSCRIPTION AND CIRCULATION 
OFFICE 

The National Secretaries Association (Inter- 
national), 1103 Grand Avenue, Kansas City 
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Opinions expressed by authors herein are 
not necessarily those of the Association. 


sii 


OFFICIAL PUBLICATION of THE NATIONAL SECRETARIES ASSOCIATION (International) | 








MAY, 1960 VOLUME 20 NO. 5 





1103 GRAND AVE. e KANSAS CITY 6. MISSOURI e SUITE 410 
THIS ISSUE 

Features 
What is Your Attitude? by Mrs. Mae R. MacMillan... 6 
Have Jobo—Will YOU Travel?_______ 12 
Sorry, Mr. Boss Is Out _- SoM SBR ihn, Saab eee 
Enclosed Please Find . . . by Sister Mary Marguerite, R.S.M.-.. 14 
Acid Test of Success by Alvin H. Goeser east ae 
Ambassador Without Portfolio by Dr. Karl K. Quimby. . 22 

News 
International Convention Registration Form —__..-.-...---------—- 9 
Candidates for International Office __....__.....-..-...-.---.---------------- 16 
Pre-Convention Tour Schedule as ee eT 
Pre-Convention Tour Highlights ditctente alae 
Candidates’ Qualifications ahaa arent sia 24 
Excespss et eset al 
New Public Relations Director “ hdabliond 7 met 7 
Pittsburgh Hilton Reservation Form — bonita 


Departments 


. Every Man a Debtor to His Profession . . . 
by the International Board of Directors _.__.... es ee 


Certified Professional Secretary by Dean George A. Chine ere l 


Copyright 1960, The National Secretaries Association (International) 


EDITOR 
Mrs. Shirley Englund, 10214 Crane Road 
Phone SO 1-0264 
Kansas City 34, Missouri 


ASSOCIATE EDITOR 
Mary Cleeton, 922 East Linwood 
Kansas City 9, Missouri 


















When it 


takes longer to pack 
than to get there- 
that’s Jet Clipper magic! 





Pan Am’s fabulous Jet Clippers* give you the 
gift of «me: New York to Paris in only 6 hours 


and 45 minutes, even less from Boston.t 


Now you can pack 17 days abroad into 
a regular 2-week vacation! Precious 
extra days designed for the dreamer 











. . . to sketch by the Seine, dance 
all night in Rome. 


Pan Am’s New Horizons Club is 
especially designed to help college 

and career girls see the world. It 
4) offers special tours, discounts 
and other money-saving 
benefits. For member- 
ship write to Pan 

Am. Send in the 


coupon today. 








Isn’t this your 








year to go abroad? 











Call your Travel Agent 
or Pan Am, World’s Most 
Experienced Airline. 


*Trade-Marks, Reg. U. S. Pat. Off. 

















New Horizons Club, Pan American World Airways, 
Dept. 14, P.O. Box 2255, New York 17, N.Y. 


OC Please send me FREE Pan Am’s World-Wide Holi- 
day Tour Guide and colorful Jet brochure. 


O Enclosed is $2 for membership in New Horizons 
Club. | will receive (in addition to free folders 


* 











above): 
‘ > © New Horizons Club membership card and pin. 
Se ee ee : ® Copy of New Horizons* World Guide. 
® 18"x32" World Map in color, ready for framing. 
Name 
Address 
City State 














+Other direct Jet services to Europe this Spring from Washington, orp | 
Philadelphia, Detroit, Los Angeler, San Francisco, Seattle and Portland, 











. Olive M. Porter 
le 
Mrs. Marie Starr 
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“©... Every Man a Debtor 


29 


to His Profession .. . 


It takes all sorts of people to keep the business of 
the world moving. One of the prime requisites, of 
course, is a leader—an individual who will accept 
responsibility—one who has intellectual ability, knowl- 
edge of human beings, imagination, energy, enthu- 
siasm, the quality of prompt decision, and a personality 
that wins people to do his will. 


Accepting or assuming responsibility does not mean 
becoming a dictator. Persuasion is an indispensable 
skill of such a leader if the best efforts of individuals 
are to be won to the doing of a job. Persuasion is not 
a method of argument, or of abstract demonstration. 
Getting the job done is our aim. Remember, respon- 
sibility is a live thing—always growing. 

Some people shun heavy responsibility—some are 
lazy—they put their personal comfort above the 
necessities of their work; some are uninterested—just 
coasters—some lack ideals and ambitions—some are 
selfish—some doubt themselves and are timid. If you 
wait until the utmost outcome of your movements is 
certain you will never move. Timidity causes weak- 
ness of will and leads to the sort of thinking that 
refuses to become responsible for anything except to 
join with others who might bear part of the blame in 
case of failure. Let’s not be among these handicapped 
individuals. 


The only way to develop a sense of responsibility 
is to practice being responsible. This demands sound 
use of one’s qualities of imagination, so as to see the 
wide horizon beckoning; perception to detect the op- 
portunities immediately at hand, and judgment to 
decide that this is a way of mature life. 


The acceptance of responsibility demands courage. 
We all reach maturity with varying degrees of courage 
but every natural disposition may be improved by 
training and experience. Courage makes opportunity. 
The greatest courage needed is that of making deci- 
sions and accepting the outcome. 


In growing with our Association, let’s make every 
possible effort to expand our ability for getting things 
done. The sort of responsibility we seek does not 
always come to us with copy-book precision. The ad- 
vent of its demands can be unexpected, even capri- 
cious. As members of our professional organization 
are we as individuals accepting our full share of re- 
sponsibility for promoting the programs of our Asso- 
ciation and elevating our standards? 


The “let George do it” attitude has too often pre- 
pared the way for disaster throughout history. Do 
the straight forward thing — accept responsibility — 
it is now Everybody’s Turn—Everyone’s Privilege— 
Each Member’s Responsibility. 
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2221O PERFECT TYPING ac exciting new dimension 


in typing perfection is here—new BEAUTYRITE Ribbon. Offering clean, dark, printwork with exceptionally long 
life, the new BEAUTYRITE Ribbon is truly a typing wonder. Thanks to the exclusive BAN-LON* “crimped weave” 
construction, this amazing ribbon retains its distinctive writing characteristics up to 100% longer. Discover the 


ease of typing perfection—discover BEAUTYRITE Ribbon. *BAN-LON is the registered trademark of Jos. Bancroft & Sons Co. 


e 
Remington. Flan DIVISION OF SPERRY RAND CORPORATION 


Room 1509, 315 Park Avenue South, New York 10, N. Y. 
Please send additional information on BEAUTYRITE Ribbon to: 








FIRM 








ADDRESS 





CITY. ZONE STATE. 





| 
I 
| 
| 
| 
| NAME. 
| 
| 
| 
I 
| 








WHAT IS YOUR ATTITUDE? 


Wi Resolutions are generally asso- 
ciated with the beginning of the 
New Year. Nearly everyone is ex- 
hausted from the holidays and their 
minds are full of annual reports, 
transferring files, and all the other 
extras necessary to winding up the 
year. 

The logical time for mental house 
cleaning might very well be months 
later when life is back to normal, 
and we can look forward to vaca- 
tions and a well-earned rest. 

The following might be termed a 
guide to happiness if we will but 
take the time. 


To Think 

Thinking is the source of power. 
A thought is a seed from which ac- 
complishment grows. We must attain 
a way of thinking and feeling—a fun- 
damental attitude toward life—if we 
are to become a success and derive 
the satisfaction we should from our 
jobs. Fifteen minutes each morning 
of quiet thinking and planning will 
pay handsome dividends. Develop 
good habits of thinking. A great per- 
centage of physical illness is caused 
by wrong thinking, resentment, 
anger, guilt, discouragement. As we 
think, so are we. 


To Pray 

More things have been wrought by 
prayer than we believe. It is the 
greatest power on earth. Prayer is 
a form of self-discipline. It strength- 
ens our inner self, which is the real 
person, and leads to positive feelings. 
It is impossible to think negatively 
while praying. We gain a new per- 
spective on our problems. They be- 
come opportunities and challenges. 


To Read 
Books are the finest heritage we 
have, aside from religion. Reading 
is not only the fountain of wisdom, 
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by Mrs. Mae R. MacMillan 


Northeastern Representative 


International Education Committee 


but it is for many their best relaxa- 
tion. Books give us an insight and 
broader understanding of other peo- 
ple. There is not a person whose life 
is not influenced to a great extent 
by literature, whether it be the daily 
newspaper or the world’s great books. 
Literature is the intellectual empire 
of the world. Our occupation de- 
mands a certain amount of reading 
to be informed and enlightened. 
Radio and television are fine for the 
lazy, but you cannot re-read and 
digest a paragraph. 

Read for relaxation and enjoy- 
ment. It can be fun. Read fiction 
if you like and associate the charac- 
ters with people of your acquaint- 
ance. Visualize the situations in 
which they live and move, but be 
sure to include the older classics. 
Every one of them is thrilling and 
exciting. Re-read, for leisure, the 
books you read under compulsion 
for English Literature. You will be 
amazed at how much you missed 
because you regarded them as aca- 
demic requirements. 


To Play 
The secret of perpetual youth is 
knowing how to play. We all need a 
diversion from the daily grind, an 
interest apart from our business 
duties. How about a hobby? There 
are many forms of hobbies, collect- 
ing being a very popular one. Start 
a collection and see how many new 
friends you will make. You may 
even capitalize on your hobby, and 
you will always have an interesting 

topic of conversation. 


To Be Friendly 
It is so easy to be friendly, and it 
pays such big dividends in happi- 
ness. Friendliness is a frame of 
mind. There may be times when it 
takes a special effort to be friendly. 


Sometimes we feel a dislike for a 
certain person without knowing 
exactly why. A friendly gesture and 
a better knowledge of that person 
can often change this. No hard and 
fast rules can be made for being 
friendly. A smile, a nod of the head, 
or a bit of helpful advice to a new- 
comer will work wonders in build- 
ing good fellowship. The best way 
to get a smile is to give one. 


To Love and Be Loved 


“Love thy neighbor as thyself.” 
For a healthy atmosphere in the 
office, the importance of brotherhood 
cannot be emphasized enough. The 
more we practice the Golden Rule, 
the less chance there is for jealousy, 
the most powerful force in destroy- 
ing harmony. Not a day passes with- 
out an opportunity to do someone a 
favor or overlook a_ shortcoming. 
Don’t pass up these opportunities 
for happiness. Not only will you 
buy goodwill, but most important, 
you will feel differently about your- 
self. You will feel warm inside, an 
inner self-esteem. Be the kind of 
person you would like to live with. 


To Work 


Work is the price we pay for 
success. One of the greatest satisfac- 
tions in life is a job well done. How 
successful we are in our work de- 
pends on two things—how well we 
know our job and how well we do 
our job. If we know why, as well as 
how, every job is easier. No matter 
how far we have advanced in our 
particular line of work, we must keep 
studying, keep improving, to main- 
tain satisfaction. When we _ stop 
learning, we become less valuable. 
We must be constantly alert to learn 
better ways of doing the job so we 
may increase our effectiveness. 
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ROYTYPE 


Vertex M-1200 Carbon Ribbon 





Roytype makes over 1000 
different ribbons for type- 
writers and tabulating ma- 
chines. To be sure you're 
using the right ribbons for 
the jobs you do, check with 
your Roytype Representa- 
tive. His office knowledge 
can help you. Use it soon! 








i 
I 











Typed characters so sharp and clear that they snap, 
a ribbon so tough and durable that it won’t... 
that’s Roytype’s Vertex M-1200 Carbon Ribbon, the 
ribbon designed for your electric typewriter. 

Vertex M-1200 Carbon Ribbon is made of an ex- 
tremely durable plastic film. It’s so tough you need 
never worry about breakage while typing, so thin 
that it reproduces the type face with absolute clean- 
ness and clarity. And the thinness makes it possible to 
get nearly 14 mile of ribbon on each spool! It’s a long 
time between changes with Vertex M-1200 Ribbons. 

See your Royal Representative about Vertex 
Carbon Ribbons for your electric and standard 
typewriters. Ask him for your free sample. 


ROYTYPE carbon papers, ribbons, quality 
supplies for all business machines 
Products of Royal McBee Corporation, 


World’s Largest Manufacturer of Typewriters. 


MAIL COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE c/o Royal McBee Corporation, 
Department N, Port Chester, New York 


Send a Roytype Representative who will explain your 
money saving coupon purchase plan. 


Your Name 





Firm Name 








Street Address 


City Zone State 














Headquarters Office 

Since October 19 two full-time 
secretaries have handled the work of 
the headquarters office of the Insti- 
tute in Kansas City. This office is 
a part of the suite of offices of The 
National Secretaries Association (In- 
ternational). These secretaries, Mrs. 
Brita Horowitz and Miss Suzanne 
Shipley, are responsible to the Dean 
of the Institute for carrying out their 
duties. Mrs. Horowitz is a native of 
Sweden and a graduate of the Uni- 
versity of Kansas City; Miss Shipley 
is a native of Tennessee and a grad- 
uate of the University of Tennessee. 
Their work includes answering in- 
quiries, processing applications to 
the qualifications committee, han- 
dling receipts of fees for the exami- 
nation, maintaining the master file 
of examination results, mailing of 
test center assignments, and other 
miscellaneous duties. 

During the past four months (Oc- 
tober through January), almost 7,000 
items of mail have arrived in the 
Institute’s headquarters office. Ap- 
proximately half of these items per- 
tained to the applications for the 
1960 examination—applications and 
job reference sheets. The inquiries 
about the examination came from 
all fifty states, Canada, and several 
other countries. 


Quizzes 

The monthly quizzes prepared by 
the NSA Education Committee dur- 
ing the past year have brought many 
interesting letters to the Editor, to 
the NSA _ Education Committee 
Chairman, and to the Dean. Some 
of the questions in the quizzes have 
encouraged considerable study and 
research. In a few instances the keys 
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by George A. Wagoner 


Dean of the Institute for Certifying Secretaries 


provided were incorrect; and appar- 
ently these errors prompted some in- 
vestigation into current business 
practices. My hope is other ques- 
tions provided a similar stimulus to 
study rather than a mere routine 
glance at the question and an imme- 
diate acceptance of the answer. Some 
of this research also brought out the 
fact that some of our best references 
in the secretarial field have such 
limited coverage of some topics that 
statements are occasionally mislead- 
ing and inadequate. 


To illustrate the type of investi- 
gation that needs to be done to be- 
come thoroughly informed on a pro- 
cedure or topic, I will quote from one 
of the many letters received about 
question 10 in the October, 1959, 
issue on page 25. The question was: 


“A pass book issued to a customer 
by the bank reflects 

(a) amounts of deposits in a 
checking account. 

(b) deposits and withdrawals in a 
savings account. 

(c) the balance on deposit. 

(d) none of these.” 


Mrs. Doretta A. Bradley, CPS, 
Buffalo, New York Chapter, checked 
the use of pass books in her city and 
reported the practices. One savings 
bank prints the following explana- 
tion: “Deposits may be made 
through the mail by sending in 
money order, check or bank draft 
together with the pass book. With- 
drawals may be made by sending in 
pass book with properly signed 
order.” 

A trust company in the same city 
prints the statement: “No payment 
against this pass book will be made 
except to the depositor in person or 


Certified Professional Secretary 


to some person presenting the de- 
positor’s check together with the pass 
book. . . . This pass book should be 
brought in for verification of balance 
at least once every six months.” 


A state bank provides a more elab- 
orate statement of the purpose of the 
pass book: “Pass book must be pre- 
sented with every deposit, and in the 
case of time deposit accounts, with 
every withdrawal. . . . Transfers of 
deposits shall only be valid when 
entered in the books of the bank and 
in the pass book by a member of the 
bank’s staff.” The three examples 
seem to indicate that pass books 
used with savings accounts ordinarily 
contain deposits, withdrawals, and 
balances. 

Another trust company provides 
a pass book for checking accounts 
that reflects therein deposits only. 
This practice was verified with some 
other banks. Apparently the pass 
book is restricted to deposits only 
when used for checking accounts. 


In conclusion, the alternative (d) 
in the original question might better 
be stated as “All of these.” The in- 
vestigation on this question is illus- 
trative of the steps taken to check 
accuracy of proposed questions on 
the CPS examination. Business prac- 
tices are checked in different parts 
of the country so that a given answer 
will be acceptable in California and 
in New Jersey. 

The series of quizzes is to be dis- 
continued for a few months. The 
series will be resumed in the near 
future, perhaps following a somewhat 
different plan of construction and 
presentation. 
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“THE VOCATION OF EVERY MAN AND WOMAN IS TO SERVE OTHERS” 


Tolstoi 


15th ANNUAL CONVENTION 
THE NATIONAL SECRETARIES ASSOCIATION (International) 


July 20-23, 1960 


Pittsburgh Hilton Hotel — PITTSBURGH, PENNSYLVANIA 


highlights: e (See Inside Cover of this issue for detailed agenda) 


Convention Activities Thursday, July 21 
Opening ae Session 
, Secretary of the Year Luncheon 
Wednesday, July 20 Division Officers’ Get-together 


Four special forums, arranged to be educationally stimulating: Certified Professional Secretary Event 


Latest in Office Equipment and New Techniques Friday, July => 
Liberal Arts “At Your Service” (Panel of International officers) 


Line Balloting for International officers 
Human Motivation 8 


Parliamentary Procedures Saturday, July 23 
Chapter-at-Large Meeting Presentation of Awards 
Open House Installation Banquet 


PLEASE TURN TO PAGE 10 FOR SPECIAL EVENTS 


(tear out and send in) 


registration form (PLEASE TYPE OR PRINT) 


Members other than delegates, alternates, and division representatives 
Send this registration form and remittances to the Executive Secretary 
The National Secretaries Association (Int'l), 1103 Grand Avenue, Kansas City 6, Missouri 
as soon as possible, but no later than July 1 
(Cancellation of registration must be made by July 1 to obtain refund of fee.) 








OO , = ADDRESS. “ 





CHAPTER AFFILIATION——________ 














Please check if you are: CPS Division officer (at time of convention) 
Attach check or money order for registration fee of $20.00, payable to The National Secretaries Asso- 
siation (Int'l). ($15.00 for any period after Thursday.) 


Please check if you plan to attend: 


LATEST IN OFFICE EQUIPMENT & NEW TECHNIQUES FORUM____ 
FRIDAY EVENING HOME TRUST FUND EVENT. 





LIBERAL ARTS FORUM 





(ATTACH CHECK OR MONEY ORDER FOR $7.00 
HUMAN MOTIVATION FORUM_—— PAYABLE TO THE NATIONAL SECRETARIES ASSOCIATION (INT'L) 





PARLIAMENTARY PROCEDURES FORUM 
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Special Events 


July 15-17 


Weekend in New York City 
(See March issue THE SECRETARY Page 6 for details) 


Friday, July 22 


Best Dressed Working Woman Contest and Dinner. Total cost 
$7.00. Sponsored by NSA Home Trust Fund. 


Post Convention Tours 


“European Holiday for Secretaries” 
For the benefit of NSA Home Trust Fund. 


Wednesday through Saturday 


Outstanding exposition of products for: 


BETTER LEARNING — such as books and visual aids, 


educational institutions; 


BETTER LETTERS — such as carbon paper, duplicating 
equipment and supplies, filing supplies, mailing equipment, 
offset equipment and supplies, photocopying equipment, sta- 
tionery supplies, typewriters and accessories ; 


BETTER LIVING — such as beauty aids, fashions, foods, 


hobbies, sports, interior decorating, office furniture, travel, 
vacations. 


REGISTER NOW 


Membership Dues 


Delegates and 


for 1960-1961 must be received at Headquarters (transmitted through your chapter treasurer) 
before your registration can be confirmed. 


Your registration must be sent through your chapter, accompanied by certification on form provided 
to your chapter. Registration deadline June 15. (Cancellation must be made by July 1 to obtain 


Your registration must be sent through your division, accompanied by certification on form provided 
to your 1959-1960 division president. Registration deadline June 15. (Cancellation must be made 


Make direct with the Pittsburgh Hilton on form provided on page 32 of this magazine at the time 


Alternates refund of fee.) 

Division 

Representatives by July 1 to obtain refund of fee.) 
Hotel the P 

Reservations you send your registration to Headquarters. 


ee ee ee ee eee nee ee eee ee ee ee ee ee 


(Convention Registration Blank on Reverse Side) 
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It’s an education in office copying 
to see all this Kodak copier can do! 


Jobs you never thought an office copier could do are ‘“‘apple pie’’ for the 





. ; VERIFAX 
Verifax Bantam. It whisks out copies on both sides of a sheet . . . on printed BANTAM 
office forms . . . even makes translucent whiteprint masters. Main job, of COPIER 







course, is to give you 5 dry, easy-to-read copies of office records in 1 minute $99°° 
for 2Y2¢ each. Copies which are as accurate and long-lasting as originals! 
met nS feu Other models 
Phone local Verifax dealer for demonstration (see Yellow Pages under duplicating to $425 

or photocopying machines), or write Eastman Kodak Company, Business Photo — 
Methods Division, Rochester 4, N. Y., for booklet describing all copier models. 








Prices quoted are manufacturer's suggested prices and subject to change without notice. 


[erifax Copying DOES MORE... COSTS LESS... MISSES NOTHING 











Have Jobs--- WH You Travel? 


@ Exprienced and competent secre- 
taries are vital in supporting and 
enhancing the program of the Inter- 
national Cooperation Administra- 
tion, the U. S. Government Agency 
which, through its nearly 4,000 tech- 
nicians overseas, is extending the 
helping hand of our foreign aid pro- 
gram to under developed conutries 
—helping them to help themselves. 
Secretaries are needed to work with 
experts in public health, agriculture, 
education, public administration, in- 
dustry, and many other fields. 


ICA work is in progress in more 
than sixty countries today, with mis- 
sions staffing a very few to several 
hundred. Although there is no longer 
a great need for ICA talents in 
Europe, there are many serious and 
important projects in operation, and 
to begin, in many places in the Mid- 
dle East, Far East, and Africa. Va- 
cancies for secretaries now exist in 
such interesting countries as Iran, 
Thailand, Nepal, Turkey, Afghani- 
stan, Pakistan, Nigeria, Vietnam, 
Cambodia, Korea, Ethiopia, and 
elsewhere. A few openings are avail- 
able in Latin America for secretaries 
fluent in Spanish or Portuguese. 


If YOU will travel, representatives 
of the ICA will be interviewing ap- 
plicants in the cities, and on the 
dates specified below. Secretarial 
jobs open will pay between $4,000 
and $5,000 a year, in addition to 
housing and other benefits. The 
greater reward is the satisfaction of 
playing an important role in our 
country’s defense and in helping our 
friends. 

Requirements of Applicants 

Stenographic secretarial experi- 
ence of a minimum of three years 
and six years is desired. Education 
beyond the high school level will 
be accepted for partial satisfaction 
of these requirements. 


Demonstrated competence in 
shorthand and typing skills: (96 
w.p.m. in shorthand and 50 w.p.m. 
in typing). 
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Applicants must be single, in good 
health, American citizens, possess 
attributes which will reflect credit 
on the United States, and the ca- 
pacity to be inspired by this out- 
standing program. 


Tenure and Retirement 

All ICA personnel (other than 
consultants) are appointed with the 
understanding they will serve for a 
minimum of one tour of duty—up 
to thirty months. Continued ICA 
employment is dependent on the 
employee’s work performance during 
the first tour, and the needs of the 
ICA program. Though Civil Service 
status is not required for appoint- 
ment to ICA overseas positions, ICA 
employees preserve any competitive 
Civil Service status they possess. 


Professional and 
Personal Advantages 

ICA overseas assignments present 
a professional challenge—new prob- 
lems in new dimensions rarely found 
in a domestic environment. Each 
ICA employee works with colleagues 
of distinction—both American and 
foreign—affording contacts and an 
exchange of knowledge of lifetime 
value. 

Professional progress with ICA is 
geared to the employee. Language 
training, enhancing close, effective 
work with the people of the host 
country, is given where needed. In- 
service training for specific programs 
tailored to the employee’s and ICA’s 
needs, is provided selected employees 
to further their professional develop- 
ment. 


A high degree of cultural growth 
accrues to the ICA employee living 
abroad, and the ICA employees are 
making a personal and satisfying 
contribution to the welfare of the 
United States and to world peace 
and progress. 


Transportation from the employ- 
ee’s United States residence to the 
overseas post, and return at the com- 
pletion of tour of duty, is provided. 
Clothing and essential personal ef- 


fects are shipped for the employee’s 
use overseas. Annual leave (vaca- 
tion), sick leave, and home leave, 
are established on the basis of years’ 
of service. 

Absorbing documentary films and 
color slides are planned for showings 
in the interview cities. NSA chap- 
ter presidents will be given the loca- 
tion and definite dates prior to the 
arrival of the ICA representatives. 
An ICA brochure entitled “How to 
Go Abroad and Make the Most of 
It” may be seured by writing: Chief, 
Employment Division, International 
Cooperation Administration, 815 
Connecticut Avenue N. W., Wash- 
ington 25, D. C. 


Interview Schedule 
April 25 - May 13 
NEW YORK 
Mrs. Ellen M. Oskoui, ICA Per- 
sonnel Representative — New York 
State Employment Service, Com- 
mercial Office, 1 East 19 Street, New 
York City (Phone: OR 7-9100). 


May 16 - May 27 
MISSOURI 
Mrs. Beulah Bean, ICA Personnel 
Representative — Missouri State 
Employment Service, 1709 Locust 
Street, St. Louis, Missouri (Phone: 
CE 1-7348). 


May 31 - June 10 
MASSACHUSETTS 


Mrs. Ellen M. Oskui — Massa- 
chusetts Employment Service, 6 
Somerset Street, Boston, Massachu- 
setts (Phone: LA 3-4525). 


June 13 - 24 
ILLINOIS 


Mrs. Beulah Bean — Illinois State 
Employment Service, Professional- 
Sales-Clerical Office, 73 West Wash- 
ington Street, Chicago, Illinois 
(Phone: FI 6-3960) . 

Daytime and evening appoint- 
ments may be arranged. 

The June issue of THE SECRE- 
TARY will bring you further details 
of ICA overseas secretarial work. 
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Sony --- MR. BOSS IS OUT 


Wi How many times have you made 
the statement: “Sorry, Mr. Boss is 
out,” only seconds later to see the 
boss come nonchalantly from his 
office in full view of the caller. Didn’t 
you wish the floor would open up 
and swallow you? Of course, if Mr. 
Boss has a back door to his office he 
should have checked your situation 
before making his appearance, and 
taken the rear exit if he was aware 
of the circumstances. 


If your boss has an extremely busy 
schedule for the day and has in- 
structed you he is “out” to any 
callers, or if there are only certain 
callers he does not wish to see, per- 
haps you can work your plan to- 
gether in a less embarrassing way. 
There are several methods of opera- 
tion. 


Perhaps one particular caller is 
a frequent time-consumer of your 
boss, and your boss has no desire to 
let this “windbag” take up his time 
when it is not necessary. Suggest to 
the boss that you might tell this 
caller that “Mr. Boss is working on 
a project and has been forced to 
turn the matter of procuring the 
product over to you, and when the 
item or items he has to offer are 
needed your boss will let you know 
so you will be sure to contact him.” 


If there are certain times when he 
just does not want to see anyone for 
any longer than absolutely neces- 
sary, arrange that you will automati- 
cally enter his office at a specified 
time interval after each visitor ar- 
rives, and remind him of an appoint- 
ment he must keep some minutes in 
the offing. Mr. Boss'can then make 
with the “so sorry” himself and this 
should be the cue for the visitor to 
take his leave. If Mr. Boss should 
happen to become interested in what 
a particular caller has to say, and 
decides not to rush him off this time, 
then all he has to do is tell you to 
please call and arrange the appoint- 
ment for a later time. 


A similar method is for your boss 
to wear an alarm wrist watch and 
set it for a short time, when each 
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visitor is announced. When _ the 
alarm rings Mr. Boss can jump up 
and make ready to be off to an 
appointment. Or, he can excuse the 
alarm to something he can take care 
of later if he wishes to continue the 
visit. 

One plan that is very simple is for 


Mr. Boss to keep his brief case and 
hat on the chair in his office. This 
gives the appearance that he is plan- 
ning to leave soon so when the caller 
enters Mr. Boss has only to say 
“Hello, Joe, I am glad you caught 
me. I was just leaving to meet a 
client.” 


“Passing-the-buck” is a popular 
method used by secretaries and 


(Continued on Page 23) 
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: The world’s 
finest Ball Pen...: 
especially 
designed for 
*. secretaries .° 
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A.W.FABER’S 


New 
STENOSTIK: 


If you have experienced the 
—when your ball pen failed 
for you. STENOSTIK with its 
smoothly, never skips or clogs. 


fingers and banishes fatigue. 


to use. Only 39c—3 for $1.00. 


STENOSTIK, send us his name 
and we will make sure you 
are supplied. 
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annoyance—and your Boss’s scowls 4 if 
—s 

during dictation, here is good news 

full cartridge-length ink supply flows 

Its long, tapered grip caresses your | 

Lets you sail through hours of 

dictation without finger cramps or 

Blue, black or red. Get it today. 


soreness. You’ll find STENOSTIK 
—like its sister, ERASERSTIK—is a joy 














If your Dealer doesn’t yet stock 


A.W.Faber-Castell Pencil Co., Inc., Newark 3. N. J. 
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new 
Venus 
Camel 
ink- ) 
cartridge | 
writes =} 
on and on| 
without 
running 
dry! 


e double ink supply... 
double writing mileage. 

e new cone-shaped point writes 
smoother, never wobbles. 

e model for Stenographers is ideal 
for shorthand, notes, etc. 

e blue, red, green or black ink. Y 

e 49c each ... less by the dozen. 


Venus ball PEN-cil’ 


CRO aoe The S. 5-60 
| Venus Pen & Pencil Corp., Lewisburg, Tenn. 
Gentlemen: 
Please send free test sample, Venus ball PEN-cil 
| for Stenographers. Ink color. 








(Please Print) 
FIRM NAME 





ADDRESS. 





| 
| 
| 
| NAME | 
| 
| 
| 


STATIONER’S NAME 
L. 





*PAT. NO. 2,678,634 











ENCLOSED PLEASE FIND... 


by Sister Mary Marguerite, R. S. M. 


@ This is a declaration of war on 
those three little words. Of them- 
selves, taken separately, they are in- 
nocuous; but considered in combina- 
tion and especially as the opening of 
a business letter (when else are they 
ever used?) they are obsolete, and 
ridiculous. 


Let us consider the implications: 
an envelope is about the simplest de- 
vice there is for holding an enclo- 
sure—an enclosure of paper, of 
course. It is one continuous piece 
of paper with four folds (three flaps 
and the main fold at the bottom). 
It serves as vessel or vehicle or con- 
tainer for much the larger part of the 
business transactions of the entire 
world. 


Now, inside we have a letter—an- 
other piece of paper folded either 
two or three times (depending on 
the size of the letterhead as well as 
the outside covering). So far we 
have a second item even simpler than 
the first. 


For the third item, furnishing the 
occasion for those objectionable 
words “enclosed please find,” which 
hereinafter are to be referred to as 
simply EPF, there is even greater 
simplicity: usually a check or bill of 
one thickness, or at most two thick- 
nesses. Note, the further we pene- 
trate into the interior, the greater 
the simplicity. But in no case is there 
a labyrinth or a convoluted shell or 
a spiraling maze of any kind. 

But what happens? The writer 
begs his correspondents please to 
find. In the case of a check, he 
should certainly not need much per- 
suasion. The expression “find” con- 
notes a previous seeking, digging, 


Mt. Saint Agnes College 


Baltimore, Maryland 


exploring: Aunt for this thing the 
letter tells you about! Actually, what 
else could it be but enclosed? Where 
would the recipient expect to find 
it? Outside the envelope? In that 
case, no envelope is needed. Attached 
as a sort of flyer to let the envelope 
wing its way to its destination? In 
that case, no covering letter is 
needed. 

These hypotheses are silly, of 
course, yet the EPF continues to hold 
honored first place. One would think 
it a case of a small boy’s pocket: 
perhaps a mother would be justified 
in requesting: 

“Enclosed in your pocket please 
find that key to my cabinet—seek, 
search, hunt for it among those 
pieces of string, the remains of last 
night’s cookies, your sling shot, that 
brass knob from the spare room bed- 
stead, the bottle tops and cereal 
labels you are going to send in ex- 
change for prizes. Enclosed please 
find (and I ask as a last resort) that 
key I’ve been searching every other 
place for!” 

Or a nun’s pocket might furnish 
another example: a business man 
with the tax collector breathing down 
his neck might address a nun: 

“Enclosed please find” (that is, if 
he could find his way among the 
labyrinthine folds of drygoods) 
“please find a check made out to 
your community as contribution.” 
No check could find its way from his 
well-manicured hand to nestle 
among: 

two pencils, one red, one lead; 

a fountain pen—black most likely; 

a rosary; 

a little notebook with names and 
addresses and reminders and; 
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Mrs. Jones’ note asking that Junior 
be excused from typing practice on 
account of a broken arm (she prob- 
ably broke it herself when she found 
that key as a result of her request 
EPF). 


But of course, the businessman 
with his check simplifies matters by 
letting his contribution slip from his 
palm to the cool and clever hands of 
the nun, leaving her to go to her 
superior with the welcome news: 
“Enclosed please find—no—lI’ll find 
it for you.” 


Perhaps a woman’s purse might 
furnish an even more complicated 
justification for the use of those 
words. I’m sure a taxi driver, ticket 
taker, busman, banker or whatnot 
might be reduced to pleading: 


“Enclosed please find: find the 
change, the coin purse, the ticket, 
the stub, or whatever it is, in all that 
debris of compact, door key (or the 
cabinet key retrieved from Junior), 
kleenex, last week’s laundry list, 
bobby pins, reminder to order steak 
for dinner—” what else? I’m not 
presumptuous enough to attempt an 
authentic itemizing of the contents 
of a woman’s purse, but I give the 
example as a possible excuse for the 
doorman, collector, etc., to preface 
his request with those rubber-stamp 
words. 


Yes, EPF might have a practical 
place in a number of situations; but 
not—repeat: not—as introductory to 
a letter unless the recipient is not to 
be trusted. 


Secretaries! arise, organize, mod- 
ernize, renovate! Follow a standard- 
bearer with the noble and by no 
means strange device on the banner: 
Eliminate the obvious! Down with 
EPF. Make a stern and rockbound 
resolution to omit the expression 
forever from your correspondence. 
Your bosses might object. Stand up 
for your principles, though martyr- 
dom be the outcome. 


But what if he dictates that ob- 
noxious introduction again and again 
and yet again? Translate; translate 
the rubber-stamp expression into 
“We send you... .” or “We are glad 
to attach our check” or, more simply 
still: “(Here are the samples you re- 
quested.” 
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Request for Address or Name Change for Magazine Mailing 
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Please mail to: The National Secretaries Association (International) 
1103 Grand Avenue, Kansas City 6, Missouri 


— —Csbcck 
THIN PAPERS 


will reduce Typing, Mail- 
ing and Filing expenses 
when used for Records, 
Forms, Thin Letterheads, 
Copies and Advertising 
Literature. 
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ESLEECK MANUFACTURING CO. 
TURNERS FALLS, MASSACHUSETTS 
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BORE? CEH A BEI CED 
PRESIDENT 








Miss Ruth Gallinot, CPS | 
Great Lakes District 


Mrs. Evelyn G. Day 


Mrs. Elizabeth T. Roper 











Mrs. Velma |. Thompson 
Northwestern District 


for International Offices 


1960 -1961 
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DISTRICT VICE-PRESIDENTS 









| Miss Gerardine C. Hill Miss Jane M. Klausman, CPS Mrs. Hazel A. Kellar, CPS 
Northeastern District Northeastern District Northwestern District 








i jos 


Mrs. Yvonne Lovely, CP Mrs. Sara B. Shealy Miss Margaret McCormick 
Southeastern District Southeastern District Southwestern District 


PEP SLO EB RGED 
SECRETARY TREASURER NSAHTF 








fm 
Mrs. Marie Starr Miss Olive M. Porter Mrs. Loda Mae Davies 
Secretary Treasurer Northwestern District Trustee 
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FUN FOR EARLY BIRDS AT GATEWAY! 


(Pre-Convention Tour Schedule) 
(See Page 20 for details) 


Jury 18 
Leave Hilton Hotel. . . . .. . . 11:00am. 
Arrive Hyeholde—Lunch. . . . . . 12:00 Noon 
Leave Hyeholde: ....... . 8:00pm. 
Arrive Shippingport—Tour . . . . . 2:00pm. 
Leave Shippingport. . .... . . 4:00pm. 
Arrive Hilton Hotel. . . . . . . . 5:30pm. 
eee, CNT :Coeraden: Winn Genes 55 A ee $5.00 
Jury 19 
Steel Mill Tour is limited to 100 Leave Hilton Hotel . . . 9:00 a.m. 
PEOPLE. The postmark on your res- Arrive U. S. Steel Mill eden See ebiails walking 
ervation envelope will be the SOvernming shoes—Oxford type—a MUST for this tour) : - 10:00 a.m. 
factor for the first 100 reservations. Leave Bessseeed ; ; ; : . 12:00 Noon 
Arrive Joyce Mel tenade—Senah F ; , , F . kei6 pam. 
Leave Joyce McClements . ‘ ‘ : ‘ . 2:35 pan. 
Bird’s-eye View of the —_ ( iain a 
Arrive Hilton Hotel . , : i ; . 3:30 p.m. 
TOs Mr enna SI RO so ce secs acca sce cance acca ence nnece ace bonaancen ducnuccemeree $5.00 
Juty 19 
Dinner—Playhouse, Lillian Russell Room . , ; ‘ ‘ ‘ ‘ ‘ . ‘ : ; 6:00 p.m. 
Leave Playhouse for Civic Light Opera . ‘ ; , ‘ F ‘ ‘ : 8:00 p.m. 
Arrive Civic Light Opera for “KISMET” tastes Elaine Malbin , : , ; ; , 8:30 p.m. 
TOTAL COST (including transportation charge from Playhouse to Civic Light —— steawerewacthcasie takes ls 2 ba eee $10.00 
PN, I Si I IN scene ealsicnunicestactgeabieeesuie tmesinets de Btuaica an Teakee aha as Laces esa Sag eed dice ig Si $20.00 


Mrs. Betty Ritts 
Pittsburgh Post-Gazette 
Pittsburgh 30, Pennsylvania 


DEADLINE 


0 July 18—Shippingport Tour . . ‘ : : ‘ ‘ ‘ $ 5.00 
O July 19—U. S. Steel Mill Tour . , ‘ ; F ‘ 5.00 


O July 19—Playhouse and “Kismet” F : P ; ; : 10.00 
All reservations 
PO Ry ii) |) a ee ee Rio eee eRe per eee eee $26.00 
Please attach check with reservation. 
Payable to: Pittsburgh Chapter, NSA. 


must be made no 
later than June 1. 


a se et ae nd steed es 


RS LER EES TALL EERE Zone _.... State 


| caleumeelieaeeetieemntimmmetimmnntieeeieeeetieene tet ee eee eee eee 
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THE ACID TEST OF SUCCESS. 


by Alvin H. Goeser 
World Insurance Company, Omaha, Nebraska 


Hi No concept of success can be divorced from peace 
of mind. 

Success is more than technological excellence, 
wealth, power, and fame. These are mere accomplish- 
ments or the result of accomplishments. 

Success has an added ingredient that is indispensable 
to it. It contains a subjective factor which might be 
described as the individual’s coming to terms with 
himself and his life through that which he is and does. 
It is a matter of establishing a relationship with life 
that is both materially and spiritually satisfying. 

Accomplishment is among the media we use to estab- 
lish this relationship. But unless our accomplishments 
give meaning and significance to our lives; unless they 
give us a sense of self-fulfillment; unless in their 
totality they give us peace of mind, they cannot be 
considered as being synonymous with real success. 

Peace of mind comes to us only when our ways of 
living and our accomplishments are in harmony with 
our deeper inner purposes; and then only if our pur- 
poses and our methods of accomplishing them are in 
harmony with the best interests of our fellow men. 

No accomplishment or way of life, for instance, will 
give us peace of mind if it is purely selfish or self- 
directed. It is not easy to explain why this is true, but 
the experiences of mankind have verified it. If this is 
not sufficient proof, we need but look into our own 
hearts. The nature of the human being is manifestly 
such that man cannot get the sense of self-fulfillment 
with its consequent peace of mind out of ends that are 
solely self-directed. 

Nor can he get peace of mind out of methods of 
accomplishing these purposes that are out of harmony 
with the fundamental virtues that mankind accepts as 
the cardinal ones in all human interrelationships. 

Unjust acts, as an example, are barbarities that are 
cankerous to peace of mind. Nearly as destructive are 
acts bereft of compassion. Close to these are acts and 
relationships of arrogance. And probably not far re- 
moved from these corrosive cardinal acts, are our many 
minor daily human relationships in which we use our 
Divinely designed hands as if they were the paws of 
monkeys. 

Being successful in the real sense, is, then, more 
than a matter of objective accomplishments. Indis- 
pensable to it is a subjective element, namely, that 
these accomplishments have fulfilled the deeper inner 
purposes of our hearts: always without needlessly 
interfering with our fellow men or other living crea- 
tures in the fulfillment of their inner purposes; and, 
whenever possible, in a manner that will help them in 
the full realization of their lives. 

The acid test of real success, regardless of the mag- 
nitude of our objective accomplishments, is, then, has 
it given us peace of mind? 
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smart girl to insist 
on MECHANO FORM 


She knew what her boss wanted — 

a ledger and index paper with 7 colors 
plus white, in eight weights for a 
coordinated office paper system. 

Only Mechano Form Ledger and Index has 
this range and 50% cotton fiber quality. 
Only Parsons makes it . . . but "A 
printer’ can get it quickly. 


= Parsons OnS 


wn 04 < KING COTTON BUSINESS PAPERS i 
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j Sy > YOURS: RECORD-KEEPING PAPER GUIDE 
| NO.211, WRITE ON YOUR BUSINESS LETTER- 

“| HEAD TO PARSONS PAPER DIVISION. 

| =| NATIONAL VULCANIZED FIBRE COMPANY, 

sl) HOLYOKE, MASSACHUSETTS 



















Why? Because Codo’s 
Electro-Write Carbon 
Paper (used with the exclu- 
sive Carbon Gripper) 
ASSURES topflight work! 
Coupled with a Codo Silk 
Ribbon—that’s the ulti- 
mate! Samples? Certainly! 
(Please use Company let- 
terhead.) Write Dept. THS 
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TOUR HIGHLIGHTS 


SHIPPINGPORT JULY 18 


The Shippingport Atomic Power Station was built 
and is being operated to advance the peaceful uses of 
atomic energy. It is the world’s first full-scale nuclear 
power station devoted exclusively to peaceful uses. 


Shippingport has been a point of interest for approxi- 
mately 32,000 visitors since work first began there in 
1954. It is located on the Ohio River at Shippingport, 
Pennsylvania, twenty-five air miles northwest of 
Pittsburgh. 





“KEY WORDS” at Shippingport: 


ELEMENT—One of the fundamental kinds of mat- 
ter. All substances are made up of one or more 
elements. 


ATOM—tThe smallest particle of an element. An 
atom is so small that it takes billions of them to make 
a particle barely visible to the naked eye. 


NUCLEUS—tThe central part of an atom, consist- 
ing of neutrons and protons. The nucleus is sur- 
rounded by a “swarm” of electrons. 


ISOTOPE—A variety of nucleus of a particular 
element. Different isotopes of an element may appear 
very much alike in chemical and metallurgical prop- 
erties, but differ from each other in important respects 
insofar as nuclear reactions are concerned. 


URANIUM-235—The important fissionable isotope 
of the metal uranium. Uranium as it occurs naturally 
consists mostly of the isotope 238 (only slightly fission- 
able), and only about one-half of one percent of 235. 
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U. S. STEEL MILL, HOMESTEAD 
What you will see— On July 19: 


BLAST FURNACES 
OPEN HEARTH 
SLABBING MILLS 
PLATE MILLS 
BLOOMING MILLS 
STRUCTURAL MILLS 


TRANSPORTATION ann GENERAL 
SERVICES 


WHEEL anp AXLE DIVISION 
HEAT TREATING anp FORGE 
MAINTENANCE DIVISION 
ROLL SHOP 
POWER anp FUEL DIVISION 
STAFF DEPARTMENTS 


If you are planning to take this tour, please bring 
sturdy walking shoes—Oxford type. This is a rule of 
the Steel Mill, and if proper shoes are not worn you 
will not be permitted to go through the mill. 
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EVENING OF JULY 19 


Dinner at the PLAYHOUSE. “THE” Little 
Theater of Pittsburgh. Although there are no 
plays during the summer months, the dining 
areas are open to the membership. You will 
enjoy a delicious dinner in the LILLIAN 
RUSSELL ROOM. 





From the PLAYHOUSE we will have a short bus ride to 
the MUSICAL TENT 


At which we will see — 





Starring Elaine Malbin 


This is the exciting story with the exotic 
setting of Baghdad of the fourteenth century .. . 
but you must join the party to hear all of the 
story. 
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AMBASSADOR WITHOUT PORTFOLIO 


by Dr. Karl K. Quimby, American Bible Society 
(Boss of the Year 1955, New York City Chapter) 


@ Going abroad? How wonderful! 
You will find this to be an experience 
different from anything you have 
had. In fact you will find it so dif- 
ferent I would like to suggest a few 
over-all items you might well take 
with you in the matter of wise and 
proper attitudes to make your trip 
a delight to you as well as to those 
you are visting. 

First of all, from the moment you 
leave America, either by boat or by 
plane, you are a special ambassador 
for the whole United States of Amer- 
ica. Wherever you go and whatever 
you do, the people “over there” will 
be thinking of you as “typical Amer- 
icans.” I remember one day while 
walking down a street in Warsaw 
Poland, I overheard a man behind me 
say, “there goes America.” It pulled 
me up with a jerk for this is true of 
all American citizens visiting foreign 
countries. Remember, over there you 
are the foreigners—not they. Never 
forget that you are our ambassador 
of goodwill to the friends you will 
make overseas. Do NOT let your 
country down —for your sake, for 
the sake of NSA, or particularly for 
the sake of our United States of 
America. 

Second, hold your criticism. Every- 
thing will appear so different and 
often very strange or difficult to 
understand. There will be times 
when you will feel like “telling the 
world,” but don’t do it—hold back 
any such impulses. Above all, re- 
main patient at all times. The finest 
way to travel and see things, to en- 
joy your trip and to make friends, is 
to begin with showing appreciation. 
Look for things you can praise and 
be sure to express your appreciation. 
That will warm their hearts. You 
see, in Europe, there are many tour- 
ists who are remembered most un- 
pleasantly because they were so 
demanding. You will get farther and 
have a much better time if you hold 
your crticism and try in every way 
you can to understand why they do 
things the way they do. When you 
do this you will then be in a position 
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to give them the appreciation they 
so richly deserve and you will reap 
just rewards for your kindness. 

Third, do not forget we have just 
emerged from two world wars which 
have upset Europe far more than 
America. Those people have suf- 
fered intensely, they have gone 
hungry, they have seen their homes 
destroyed, they have lived through 
tortures most of us cannot believe, 
and they have lived through dark 
days and reconstruction days too. 
They have lost a whole generation of 
young leaders, consequently their 
leadership is weakened today. Their 
political and economic turnovers 
have been devastating. In many in- 
stances, their machinery is not of 
the best. 

I remember riding out of Paris 
when our bus had a short-circuit and 
caught fire. We put the fire out and 
proceeded to SHAPE, our destina- 
tion. One of our men “sounded off” 
at the poor bus service. We had 
forgotten the number of young men 
killed, the vast resources the nation 
turned to manufacturing guns, tanks, 
bombers and other war equipment. 
It was quite remarkable that they 
had buses at all! 

You will find great recovery in 
most lands you will visit, all of which 
has been accomplished in recent 
years. Look for it—the new build- 
ings, the good clothes, and the stores 
filled with attractive merchandise. 
Be loud in your praise of it all even 
though you may find better in New 
York, Boston, Philadelphia, or in 
your own home town, wherever it is. 

Fourth, read much about the his- 
tory, the art, and the literature of 
the countries you propose to visit; 
remembering that the more you put 
into the preparation for such a trip, 
the more you will get out of it. When 
you return you will have a full year’s 
reading you can wisely follow and 
with a new interest for having visited 
the places you will want to read more 
about. In most cities you will find 
pamphlets packed with facts and in- 
terpretation. Make a limited selec- 





tion of these. You will soon have 
more than you can carry. Mail them 
to your home address and they will 
be waiting for you when you return. 
Remember too, the greater amount 
of correct information and under- 
standing you take to a country, the 
greater will be the benefit you will 
derive from your experience. 

Fifth, always keep in mind that 
goodwill is the most needed single 
ingredient for the welfare of the 
world. Such an intangible thing— 
yet so vital in all our dealings. If 
you go with your western standards 
and a critical viewpoint, you will 
have a miserable time and they will 
be glad when you leave—and this, 
in spite of the dollars they need so 
badly. But, if you go with a smile, 
looking for the good points, high 
praise for the beauty in art, land- 
scape, and in human hearts, you will 
really have the time of your life. 
You may not speak or understand 
the language, but remember, a smile 
is understood in any language. 


Attitudes to Leave at Home 

The idea that “the U.S.A. is God’s 
country” that nothing can compare 
with it. We are justifiably proud in 
feeling this way, but Europeans do 
not like eternal bragging and boast- 
ing Americans. 

The idea that we Americans have 
invented everything good. 

Leave behind American intoler- 
ance and race prejudice. 

Our George Washington bridge 
may be the largest in the world, but 
don’t brag about it to Europeans. 
You will be surprised to learn that 
other countries think they also have 
the largest bridge in the world. 


Attitudes to Take With You 
On Your Journey 

A real desire to meet the European 
people on their own level. The old 
museums, cathedrals and castles are 
part of our heritage too. 

Take along some knowledge of the 
development of culture in the United 
States. Europeans are often surprised 
that we are not all “gun toters” as 
we are often pictured in the movies. 

Take along a clear understanding 
of the American form of Government 
and how it functions. Remember that 
generations of European animosities 

(Continued on Page 23) 
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AMBASSADOR WITHOUT 
PORTFOLIO 

(Continued from Page 22) 
and loyalties cannot be overcome in 
a day or two. The United States is 
still trying to secure liberty and 
justice for people everywhere, as 
well as for us at home. 

Give an example of what it means 
to be an American. We are not all 
wealthy, boasting, swaggering, brag- 
ging Americans who spend money 
recklessly. 

Pearl Buck has said, “Half of the 
world does not know how the other 
half lives, but the sad part of it is, 
they don’t care.” 

We go away from home to apprec- 
iate it the more upon our return. 

YES, you will be an AMBAS- 
SADOR WITHOUT PORTFOLIO 
—but take along your notebook, 
plenty of film and have the time 
of your life! 

“When in Rome, do as the 
Romans do,” and you will then en- 
joy your trip the more, richer for 
such an experience and happier to 
be an American—a citizen of the 
United States of America. 








SORRY ... MR. BOSS IS OUT 
(Continued from Page 13) 
bosses. To operate this plan either 
you or Mr. Boss can tell the caller 
that Mr. Junior Executive is inter- 
ested in his product and wants to 

take it up with him on this visit. 

Some bosses have restorted to re- 
moving visitors’ chairs from their 
offices. In this way Mr. Boss meets 
the visitor at the door or while 
standing at his desk. If the visitor is 
someone he will take more time with 
a chair kept close to the office can be 
brought in. If he is anxious to get 
rid of this caller you can be sure the 
conversation may be held to a mini- 
mum while standing. 

Telephone callers make the secre- 
tary’s job as gatekeeper. much easier. 
All you have to do is say “Mr. Boss 
is out but I will be glad to give him 
your message as soon as he returns.” 
If the caller has business to transact 
he will probably relate some of the 
details and you can pass them on to 
Mr. Boss to see if he wishes to return 
the call. If the caller is just making 
a friendly gesture he will probably 
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say “Oh, I’ll catch him later.” Of 
course, to. make this plan work the 
boss must not answer his own phone. 

If your boss happens to be a 
woman, she has a definite advantage. 
Hats are usually becoming to women 
and she could keep her hat on in the 
office. This gives the impression of 
making preparations to leave the 
office, so her problem is solved if, 
when a visitor enters, she says, 
“Hello, so glad to have a few min- 


utes to talk with you before I leave 
for an appointment.” 

As the secretary you must have 
the complete cooperation of your 
boss to make any one of these plans 
work. Mr. Boss must back you up 
or any deception will be revealed to 
the callers. Also, Mr. Boss will want 
to observe the Golden Rule when he 
is in the other fellow’s shoes. He 
must remember not to overstay his 
welcome too. 
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Candidates’ Qualifications 


Wi Candidate for International President 
Mrs. Evelyn G. Day, Middletown, Ohio 


Education: 
Graduate, University of Cincinnati Evening College with 
Bachelor of Science in Commerce Degree (honor graduate) 
CPS taken in 1957, passing all but one section on first 

attempt 


Education: 

Present—Executive Secretary to Charles R. Hook, Honorary 
Chairman of the Board and Consultant, Armco Steel 
Corporation, Middletown, Ohio 

Previous—Secretary to Treasurer, Armco Steel Corporation, 
Secretary to Comptroller, Armco Steel Corporation 


NSA Activities: 


1949 Charter member, Middletown Chapter 
1950-1952 Member, Chapter Education Committee 
1952 Secretary of the Year Candidate 


1952-1954 President, Middletown Chapter 
1953-1954 Vice President, Ohio Division 
1954-1956 President, Ohio Division 


1956 Chairman, Chapter Boss Night Committee 
1956-1957 Chairman, Ohio Division National Affairs Com- 
mittee 
Chairman, International Membership Committee 
1957 Chapter Secretary of the Year 


1957-1959 Great Lakes District Vice President 

1959-1960 International President 

Delegate to Division and District Meetings and _Inter- 
national Conventions 

Organized four Secretarial Institutes at Miami University, 
Oxford, Ohio 

In charge of Division Officers’ Workshop at International 
Convention in Detroit, 1956 


Other Affiliations: 

Elected member, Delta Mu Delta, honorary fraternity, Uni- 
versity of Cincinnati Evening College 

Won scholarship in Finance, University of Cincinnati 

Member, Phi Kappa Epsilon, University of Cincinnati 

Served as International President and International Treasurer 
of Delta Chi Sigma sorority; now member of the Advisory 
Board 

Secretary, Board of Directors, Junior Achievement, Inc. 

Served as Chief Business Advisor of a Junior Achievement 
Company for five years; her company won the New York 
Stock Exchange Annual Report Award for the best annual 
report 

Elected Woman of the Year of Armco Girls Association in 
1955 (membership 585) 

Treasurer, Armco Girls Association 

Member, Business and Professional Women 

Member of the Board, Butler County Mental Hygiene 
Association 

Member, Fact-Finding Committee on Wages and Salaries 
of Personnel of the Middletown City School District 


Platform On Association Affairs: 

To uphold the high standards of this Association, that its 
position as the most outstanding woman’s organization is 
maintained; 

To work for professional competence and efficiency of the 
Association ; 

To encourage participation of the membership in NSA’s 
professional educational program of CPS, the Home, 
and all other accepted programs and projects by keeping 
them informed of the progress and the advantages thereof; 

To continue to work for more effective use of our division 
and chapter structures and maintenance of a close working 
relationship by offering suggestions to bring about this 
condition ; 

To study the Association’s organization from all levels to 
provide the basis for expansion in the United States, its 
territories, Canada, and other lands; 

To seek greater recognition by management based on our 
program and the services rendered to them through con- 
tinuance of effective public relations; 
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In summary, to do all things necessary to promote and 
strengthen the purposes, interests, and ideals of NSA 
wherever and whenever possible. 


Mi Candidate for International President 
Mrs. Elizabeth T. Roper, Augusta, Georgia 


Education: 

Graduate, Tubman High School and Hurst Business College, 
Augusta, Georgia 

Attended night courses at Junior College of Augusta, the 
University of Georgia, Augusta Center (securing college 
credits), and Augusta Vocational School 

Dale Carnegie Self-Improvement Course 

Completed several sections of the CPS examination 

Attended all chapter study courses 

Attended workshops and institutes at Atlanta and Savannah 
Georgia; at Columbia, South Carolina; and at Knoxville, 
Tennessee 


Employment: 
Present—Secretary to M. H. Mooney, District Plant Man- 
ager, District Chief Clerk of Plant Department, Southern 
Bell Telephone and Telegraph Company, Augusta, Georgia 
(since November 1936) 
Previous—Stenographer and Credit Investigator, Sears Roe- 
buck & Company, Augusta, Georgia 
Stenographer, J. W. Hendrix, CPA, Concord, North Carolina 
NSA Activities: 
1952 Charter member, Fairways Chapter, Atlanta 
1952-1953 Chairman, Chapter Transportation Committee 
1953-1954 Second Vice President, Fairways Chapter 


1954 Placed third in the “Miss Southeastern District’’ 
contest 
1955 Chapter Secretary of the Year 


1954-1956 President, Fairways Chapter 
Organized Aiken Chapter while serving as Presi- 
dent 
1956 Member, Leadership Clinic, Southeastern District 
Conference 
1956-1957 Vice President, Georgia Division 
Member, Division Clinic, International Conven- 
tion, St. Louis 
Member of Panel, Georgia Division Meeting 
Secretary of the Year, Georgia Division 
1957-1958 President, Georgia Division 
1958-1960 Southeastern District Vice President 
Attended all but two Board and Chapter meetings during 
the period 1952-1960 
Attended all Georgia Division Meetings and Board Meet- 
ings from 1954-1960. Served as delegate three years 
Attended 1957 Tennessee Annual Meeting and the 1958 Caro- 
linas and Florida Annual Meetings 
Attended all Southeastern District Conferences from 1954- 
1959 
Attended all International Conventions from 1955-1959. Dele- 
gate two years; alternate two years 


Other Affiliations: 
Member, Civic Woman’s Club of Augusta 
Served as Publicity Chairman 1955-1958; Recording Sec- 
retary 1956-1958; Second Vice President 1958-1959; and 
Director 1959-1960 of the Civic Woman's Club of Augusta 


Platform On Association Affairs: 

To work constantly for all members of NSA through co- 
operation with the International Board of Directors, 
Division, and Chapter officers toward the fulfillment of 
all programs and projects of the Association and especially: 

Continue the development of the potentialities of the di- 
vision organization so that it will be a more effective 
assistance in all levels of NSA; 

Encourage members to participate in the CPS program and 
work with the Institute for Certifying Secretaries; 

Work with the NSA Home Trustees in the further de- 
velopment of the Retirement Home Project; 

Support and promote international relationships; 

Keep all members fully informed of Association matters, 
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create and stimulate interest in our Association, and en- 
courage qualified secretaries to become members of NSA; 

Continue the Association’s efforts to upgrade the secretarial 
profession by providing unusual opportunities for edu- 
cation, and continue interest in the recognition of the 
Association’s professional aims; 

By performing the duties of the office of President in an 
efficient and professional manner and creating good public 
relations at all times. 


Wi Candidate for Great Lakes District Vice President 


Miss Ruth Gallinot, CPS, Chicago, Illinois 


Education: 


Graduate, Wood River Community High School, Wood 
River, Illinois 

University of Kansas Extension Division, Secretarial Science 

Business Course sponsored by U. S. Treasury Department, 
Washington, D. C. 

Night student, Secretarial Accounting and Court Reporting, 
Jones Commercial and YMCA, Chicago 

Graduate of Dale Carnegie Leadership Training Course 
and Dorothy Carnegie Course for Women 

Chapter sponsored study groups 

Course in Parliamentary Procedure sponsored by Chicago 
Association of Parliamentarians 

Night student, University of Chicago, Political Science 

Received CPS certificate in 1951 


Employment: 


Present—Secretary to Herb Karoll, President of Karoll’s 
Men’s Wear (retail chain of men’s stores and wholesale 
distributors) and President of Denton Sleeping Garment 
Mills, Inc. 

Previous—Secretarial experience in government service, in- 
dustrial, manufacturing, accounting, and advertising fields 


NSA Activities: 


1946 Joined St. Louis Chapter, St. Louis, Missouri 

1946-1948 Member, Charities and Drama Committees, St. 
Louis Chapter 

1947-1948 Chairman, Charities Committee, St. Louis Chapter 

1948-1949 Recording Secretary, St. Louis Chapter 

1949 Member, Education, Civic, and Philanthropic Com- 
mittee, Lake Shore Chapter 

1950-1951 Chairman, Chapter Education Committee 
Member, Chapter Bulletin Committee 

1951-1953 President, Lake Shore Chapter 

1952 Chairman, Hospitality Committee, Illinois Di- 
vision Meeting 
Panel member, Region III Meeting, Northeastern 
District 

1953-1954 Inter-Chapter Representative, Lake Shore Chapter 
Chairman, National Rules and Bylaws Committee 

1953-1958 Workshop Committee, Lake Shore Chapter 

1953-1959 Parliamentarian and Bylaws Committee, Lake 
Shore Chapter 

1954 Chairman, Region III Meeting, Northeastern 
District 

1954-1955 Member, Chapter Education Committee 

1954-1956 Member, Chapter Scholarship Committee 

1954-1960 Choraliers, Lake Shore Chapter 


1955 Lake Shore Chapter candidate for Secretary of 
of the Year 
1956 Moderator, Leadership Workshop for Chapter 


Treasurers, Great Lakes District Conference 

1956-1957 Treasurer, Illinois Division 
Secretary of the Year Committee, Lake Shore 
Chapter 

1956-1959 Parliamentarian, Illinois Division 

1957 and Conducted Parliamentary Procedure Classes, 

1958 Summer Sessions, Lake Shore Chapter 

1957-1958 Chairman, Chapter Contact Committee, Lake 
Shore Chapter 

1958 Program Coordinator, Illinois Division Meeting 
Chairman, International Resolutions Committee 
Moderator, Parliamentary Procedure Clinic, Great 
Lakes District Conference 

1958-1959 Chairman, Illinois Division Rules and Bylaws 
Committee 

1959-1960 Great Lakes District Vice President 

1952-1960 Attended all Conventions, Regional and/or Dis- 
trict Conferences, and Division Meetings 
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Other Affiliations: 


Member of Chicago Association of Parliamentarians 

Member and past Vice President, Dale Carnegie Alumni 
Association Chapter 5, Chicago 

Member of Pilgrim Lutheran Church 


Platform On Association Affairs: 


To conscientiously serve the membership of the Association 
and to further its programs and projects in accordance 
with the principles and objectives as set forth in the 
International Bylaws. 


Mi Candidate for Northeastern District Vice President 


Miss Gerardine C. Hill, Pittsburgh, 


Pennsylvania 


Education: 


Graduate, St. Mary of the Mount 
Special Courses—Carnegie Institute of Technology, Duquesne 
University, University of Pittsburgh 


Employment: 


Present—Executive Secretary to W. G. Schmiederer, General 
Executive, YMCA of Pittsburgh (1957-1960) 

Previous—Executive Secretary to Urban Williams, General 
Executive, YMCA of Pittsburgh (1938-1957) 


NSA Activities: 


1946 Charter member, Pittsburgh Chapter 

1946-1947 Member, Chapter Program Committee 

1948 ‘Co-Chairman, Regional Conference in Pittsburgh 

1948-1950 Recording Secretary, Pittsburgh Chapter 

1949 Member, National Resolutions Committee 
Attended State Meeting, Regional Conference, and 
National Convention 

1950-1951 Editor, PITT PATTER, Chapter bulletin 
Member, Chapter Boss Night Committee 

1951-1957 Editor, THE SECRETARY 

1951-1952 Member, Committee for Western Pennsylvania 
State Meeting 
Member, Chapter Committe which installed Wash- 
ington, Pennsylvania, chapter 
Member, Chapter Committee for fashion show 

1952-1953 Member, Chapter Committee which installed 
Allegheny Valley Chapter, New Kensington, 
Pennsylvania 
Member, Chapter Publicity Committee 
Member, Chapter Children’s Hospital Service 
Committee 
Attended Pennsylvania State Meeting and National 
Convention 

1953-1954 Chairman, Chapter Secretaries Week Committee 
Member, Pennsylvania State Publicity Committee 
Attended National Convention 

1954-1955 Co-Chairman, Northeastern District Regional 
Conference 
Member, Chapter Employment Committee 
Member, Chapter Secretaries Week Committee 
Chairman, Chapter, Cerebral Palsy Volunteers 
Committee 
Attended Pennsylvania State Meeting and Na- 
tional Convention 

1955-1956 Member, Chapter Public Work and Welfare 
Committee 
Member, Chapter Committee which installed Mc- 
Keesport, Pennsylvania 
Attended Pennsylvania State meeting and Na- 
tional Convention 

1956-1957 Mmber, Chapter Membership Committee 
Attended National Convention 

1957-1958 Member, Chapter Ways and Means Committee 
Member, Chapter Committee which installed 
Uniontown Chapter, Uniontown, Pennsylvania 
Chairman, Chapter publicity for Secretaries Week 
Special Advisor, Chapter Bulletin Committee 
Attended Northeastern Regional Conference and 
National Convention 

1958-1959 President, Pittsburgh Chapter 
Attended Pennsylvania Division Meeting, North- 
eastern District Conference, and National Con- 
vention 

1959-1960 Advisor to Chapter Executive Board 
Chairman, Secretary of the Year Luncheon for 
International Convention 


Page 25 








Other Affiliations: 
Member, St. Mary of the Mount Church 
Member and past president, St. Mary of the Mount Alumni 
Association 


Platform On Association Affairs: 

My sincere pledge to do everything within my power, with 
the support of loyal members, to promote all NSA inter- 
ests and projects on local, division, and international 
levels 


Mi Candidate for Northeastern District Vice President 
Miss Jane M. Klausman, CPS, Syracuse, 
New York 


Education: 

Assumption Academy, Syracuse 

Central City Business Institute, Syracuse 

Night Student, University College, Syracuse University 
(Associate Degree in Applied Science expected in Sep- 
tember 1960) 

Practical Politics Seminar Graduate 

College and Chapter-sponsored study groups 

Special courses for Private Pilot License, obtained 1945 

Received CPS certificate 1953 


Employment: 

Present—Administrative Secretary to E. R. Monesmith, Vice 
President-Sales, and A. F. Uhrlandi, Director-Field Sales, 
Crouse-Hinds Company, Syracuse, New York 

Previous—Group Leader, Credit Department 

Invoice Correspondent 

Secretary to Credit Manager 

NSA Activities: 
1951 Joined Syracuse Chapter, Syracuse, New York 
1951-1952 Member, Chapter Hostess Committee, Syracuse 
State Meeting _ 
1952-1953 Chairman, Chapter Bulletin Committee Member, 
Chapter Boss Night Committee 

1953-1954 Corresponding Secretary, Syracuse Chapter 

1953-1954 Team Captain, NSA Home Fund Project 

1954-1955 Vice President, Syracuse Chapter 

Chairman, First Syracuse Secretarial Workshop 

1955-1956 President, Syracuse Chapter 

Member, Finance and Scholarship Committees 
1956-1957 Northeastern Representative, Institute for Certi- 
fying Secretaries 
Chairman, New York State Division Budget and 
Finance Committee 
Chairman, Chapter Bylaws Committee 
Member, Chapter Nominating Committee 
1957-1958 President, New York State Division 
Chairman, International Electors’ Committee 
Chapter Secretary of the Year 
Moderator, Secretarial Workshop at Cazenovia 
College 
1958-1959 Northeastern Representative, International Rules 
and Bylaws Committee 
Northeastern Representative, International Hand- 
book Committee 
Chairman, Chapter Boss Night Committee 
Vice Chairman, Chapter Program Committee 
Presented Rules and Bylaws at International Con- 
vention, 1959 
1959-1960 Chairman, International Rules and Bylaws Com- 
mittee 
Chairman, Chapter CPS Service Committee 

Attended all Association, District, Division Conventions/Meet- 
ings since 1953 

Appeared as a speaker before many chapter, Career Day, 
and Secretaries Week groups in the interest of promoting 
NSA, CPS, and the secretarial profession. 

Active in Syracuse Chapter Chorus, Chapter Bowling League 
(President 1952-1953), and Chapter Golf League (Golf 
Chairman 1959-1960) 

Other Affiliations: 

Commonwealth Club of Syracuse (past officer) 

Syracuse Club, Business and Professional Women (past 
officer) 

Republican Citizens’ Committee of Onondaga County 

Civil Defense, County of Onondaga 

Assumption Church 
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Platform On Association Affairs: 

To further Association objectives, policies, and projects at 
all levels of NSA, encouraging closer relationship and 
greater participation among Association, District, Division, 
and Chapter representation; 

To represent chapters in the Northeastern District to the 
best of my ability, and to work for the greatest possible 
benefits for all members. 


Mi Candidate for Northwestern District Vice President 
Mrs. Hazel A. Kellar, CPS, Portland, Oregon 


Education: 

Graduate of Park Rapids High School, Park Rapids, 
Minnesota 

Special course in Engineering Mathematics, Purdue Uni- 
versity Extension, Indianapolis, Indiana 

Night course in Office Organization and Management, Port- 
land State College 

Chapter-sponsored courses on Law, Business Administration, 
Accounting, and Economics 

Received CPS certificate in 1954 


Employment: 

Present—Secretary to M. G. Stephens, Regional Manager, 
The Coca-Cola Company, Portland, Oregon (since February 
1960) 

Previous—Secretary to three previous Regional Managers of 
The Coca-Cola Company in Portland (since January 1948) 

Over eight years’ experience as secretary in engineering and 
management, RCA Victor Division, Indianapolis, Indiana, 
and Camden, New Jersey 

Several years’ previous experience in County Welfare Office 
and law office 


NSA Activities: 


1953 Joined Oregon Trail: Chapter 

1953-1954 Chapter Reservations Committee 

1954 Filled unexpired terms as Second Vice President, 
Oregon Trail Chapter 

1954 Chairman, Finance Committee, Regional Con- 
ference 

1954-1955 Treasurer, Oregon Trail Chapter 

1955 Chapter Secretary of the Year 
Member, Panel on Public Relations at Regional 
Conference 


1955-1956 First Vice President, Oregon Trail Chapter 
Casebook Collector, Oregon Trail Chapter 

1955-1960 Member, Chapter Speakers Bureau 

1956-1957 President, Oregon Trail Chapter 

1957 Chapter Secretary of the Year 
Chairman, Division Nominations Committee 
Member, Panel on CPS at Division Meeting 
Chairman, Secretaries Week 
Moderator, Education Workshop at Regional 
Conference 

1957-1958 Chairman, Chapter Publicity and Public Relations 
Committee 
Chairman, Chapter Speakers Bureau 
Northwestern District Representative, International 
Rules and Bylaws Committee (filled unexpired 
term) 

1958 General Chairman, Regional Conference 

1958-1959 Vice President, Oregon Division 
Northwestern District Representative, International 
Rules and Bylaws Committee 
Chairman, Chapter Bylaws Committee 

1959 Speaker on CPS at Secretarial Seminar, Portland 
State College 

1959-1960 President, Oregon Division 

Has served on all Chapter committees 

Has attended three International Conventions; one as dele- 

gate, two as alternate 
Has attended six Regional Conferences and four Division 
Meetings (two as delegate) 


Platform On Association Affairs: 
To support and promote all projects and programs of the 


Association ; 

To encourage increased participation in CPS by the mem- 
bership ; 

To promote the Home project with a view to its timely 
completion ; 
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To work toward increased membership in established chapters 
as well as formation of new chapters in an effort to 
make the benefits of NSA available to all qualified secre- 
taries ; 

To enhance the professional standing of the Association 
through all appropriate means; 

To keep the membership fully informed at all times, in the 
belief that an informed membership is an interested and 
active membership. 


Mi Candidate for Northwestern District Vice President 
Mrs. Velma I. Thompson, Davenport, Iowa 


Education: 

Commercial course in high school, Centerville, Iowa 

American Institute of Commerce, Davenport, Iowa 

Evening Courses as follows: Accounting, St. Ambrose Col- 
lege, Rock Island, Illinois; Business Administration, Au- 
gustana College, Rock Island, Illinois; Industrial Relations, 
Extension Division of Illinois University; Bookkeeping 
and Accounting, Davenport High School 

Chapter-sponsored study groups 

Currently leading study group based on course from Better 
Speech Institute 

Successfully completed four sections of the CPS examination 

Completed a Home Seminar in Art from the Metropolitan 
Museum of Art 

Currently subscribing to a liberal arts reading course pub- 
lished by HORIZON 

Employment: 

Present—Secretary to Glen L. Phillips, Superintendent, Foil 
Mill, Davenport Works, Aluminum Company of America 
(1957-1960) 

Previous—Secretary to District Sales Manager, Minneapolis- 
Honeywell Regulator Company, Davenport (five years) 

Secretary to District Sales Manager, Inland Steel Company, 
Davenport (two years) 

NSA Activities: 

1953 Joined Blackhawk Chapter, Davenport, Iowa 

1954-1955 Corresponding Secretary, Blackhawk Chapter 

1956-1957-Co-Chairman of Secretaries Week and Executives 

Night Dinner. Appeared for a radio interview 
during this week 
1957 Attended Region III Conference 
1957-1958 Recording Secretary, Blackhawk Chapter, Chair- 
man, Chapter Membership Committee General 
Chairman, Iowa Division Meeting 

1958 Attended Region III Conference 

19581959 President, Blackhawk Chapter (One of the goals 
realized during term was successful establishment 
of scholarship fund) 

1959 Attended Region III Conference 

Spoke before Quad-City Chapter of National 

Office Managers Association to promote NSA 

and CPS 

Served on “On The Home Front’’ Panel at Iowa 

Division Meeting 

Spoke at Kiwanis Club, Dubuque, Iowa 

Spoke at Kiwanis Club, Davenport, Iowa 

1959-1960 Northwestern District Assistant Editor of THE 

SECRETARY 

Chairman, Chapter Procurement Committee 

working to establish an NSA chapter in Du- 

buque, Iowa 

Chapter Board of Directors (advisory capacity) 
Other Affiliations: 

Member of Rostrum Club 

Member of First Presbyterian Church; active member of 
church choir; teacher’ of first grade Sunday School class 

Former member, Business and Professional Women 

Former member, National Office Managers Association 


Platform On Association Affairs: 
Dedication of my time, thoughts, and efforts on behalf of 
NSA by: 
Continuing to promote NSA and CPS to members of man- 
agement for recognition on a professional basis; 
Urging members to take active participation in all edu- 
cational programs either through chapter-sponsored study 
groups or formal evening classes in educational insti- 
tutions ; 
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Continuing to promote active participation of membership 
in all NSA activities, realizing that an active member 
is an interested member; 

Continuing to promote the programs sponsored by NSA, 

especially the CPS program and the Home Trust Fund; 

Realizing my responsibility as an International Officer and 
act accordingly on behalf of all chapters in the North- 
western District 


Wi Candidate for Southeastern District Vice President 
Mrs. Yvonne Lovely, CPS, Oak Ridge, 
Tennessee 


Education: 

Honor Graduate, Washington College High School, Wash- 
ington College, Tennessee 

Draughon Business College, Knoxville, Tennessee 

Received CPS certificate in 1955 (passed all six sections 
on first attempt) 

Currently enrolled in University of Tennessee Evening School 
working toward B. S. Degree in Business Administration 


Employment: 

Present—Secretary to R. W. Johnson, Assistant Laboratory 
Director for Professional Personnel and University Re- 
lations, Oak Ridge National Laboratory, Oak Ridge, 
Tennessee (since 1954) 

Previous—Secretary to F. C. VonderLage, Director, Oak Ridge 
School of Reactor Technology, Oak Ridge National Lab- 
oratory, Oak Ridge, Tennessee (1950-1954) 

Secretary to Brigadier-General Turner A. Sims, Jr. (USAF, 
Retired), General Manager and Vice President of NEPA 
(Nuclear Energy for the Propulsion of Aircraft) Di- 
= of Fairchild Engine and Airplane Corporation (1947- 
1950 

Tennessee Valley Authority, Knoxville, Tennessee (1941- 
1943) 

Stone and Webster Engineering Corporation, Oak Ridge, 
Tennessee (1943-1944) 

NSA Activities: 

1953 Joined Oak Ridge Chapter 

1953-1954 Chairman, Chapter Bulletin Committee 
Attended Division Meeting 

1954-1955 Chairman, Chapter Ways and Means Committee 
Attended Division Meeting 

1955-1956 Chairman, Chapter Publicity Committee 
Attended Division Meeting and International 
Convention 

1956-1957 Vice President, Oak Ridge Chapter 
Attended Division Meeting and International 
Convention 
Placed second in Secretary of the Year contest 
in Detroit 

1957-1958 Vice President, Tennessee Division 

Attended Division Meeting and _ International 
Convention 

Served on CPS Dinner Committee for Inter- 
national Convention 

1958-1959 President, Tennessee Division 

Attended Division Meeting, Southeastern District 

Conference, and Internation Convention 
1959-1960 President, Tennessee Division 

Attended International Convention and South- 

eastern District Conference in San Juan 

Author of several skits, some of which have been borrowed 
and used by chapters throughout the United States and 
Canada 

Participates in Career Days activities, serving as speaker 
on secretaryship as a profession 

Has appeared on radio and television in connection with 
publicity on NSA, CPS, and Secretaries Week activities 

One of the NSA members written up in the April 1958 

, issue of TODAY’S SECRETARY 
Other Affiliations: 

Member, First Presbyterian Church of Oak Ridge 

Violinist with Oak Ridge Symphony Orchestra for five years 

Member, Board of Directors, Oak Ridge Civic Music As- 
sociation, 1956 

Platform On Association Affairs: 

To promote better communication from chapter members, 

through channels, to the International Board; 
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To promote the educational objective of NSA through active 
support of the CPS program and its Service Committee; 

To represent conscientiously each of the members of the 
International Association, considering the opinions of the 
minorities as well as those of the majority 


Mi Candidate for Southeastern District Vice President 
Mrs. Sara B. Shealy, Columbia, 
South Carolina 


Education: 

High School graduate 

Graduate of Lander College, Greenwood, South Carolina 
(A.B. degree) 

Graduate of Dickinson Secretarial School, formerly of 
Columbia, South Carolina 

Certificate from Dale Carnegie Institute 

Took CPS examination (plans to retake) 


Employment: 
Present—Secretary to the Commissioner of Agriculture for 
South Carolina since 1934 
NSA Activities: 

1948 Charter member, Palmetto Chapter, Columbia 
South Carolina 

1948-1949 Editor of PALMETTO LEAVES, Chapter bulletin 

1949-1950 President, Palmetto Chapter 
Attended Regional Conference 

1950-1951 President, Palmetto Chapter 
Attended Regional Conference 

1951-1952 Chairman, Chapter Education Committee 
Member, Chapter Publicity Committee 
Attended Southeastern District Conference 

1951-1952 Named first “Miss Southeastern District” 

1952-1953 Chairman, Chapter Publicity Committee 
Attended National Convention 
Convention Chairman for Southeastern District 
Conference 

1953-1954 Chairman, Chapter Membership Committee 
Member, Chapter Education Committee 
Chairman, International Committee on Public 
Relations 
Attended Southeastern District Conference 

1954-1955 Member, Chapter Publicity Committee 
Chairman, Carolinas Division Public Relations 
Committee 
Attended Carolinas Division Meeting 

1955-1956 Corresponding Secretary, Palmetto Chapter 
Member, Chapter bulletin staff 
Attended Carolinas Division Meeting and South- 
eastern District Conference 

1956-1957 Chapter Parliamentarian 
Chairman, Chapter Secretaries Week Committee 
Member, Chapter Scrapbook Committee 
Chairman, Civic and Social Committee : for Caro- 
linas Division (one-half year) 
Vice President, Carolinas Division (one-half year) 
Attended Carolinas Division Meeting and South- 
eastern District Conference 

1956-1957 Participated in Southeastern District Conference, 
leading discussion on public relations 

1957-1958 Vice President, Carolinas Division 
Member, Chapter Membership Committee 
Named Outstanding Member of Palmetto Chapter 
Attended Carolinas Division Meeting 
Presided at Palmetto Chapter Annal Workshop 

1958-1959 President, Carolinas Division 
Attended Carolinas Division Meeting and South- 
eastern District Conference 
Served as Co-ordinator for NSA Clinics at the 
Southeastern District Conference 
Participated in four chapter workshops in the 
Carolinas Division 

1959-1960 President, Carolinas Division 
Chairman, Chapter Rules and Bylaws Committee 
Attended International Convention in Miami and 
Southeastern District Conference in San Juan 
Served as Moderator for Panel, Palmetto Chapter 
Annual Workshop 


Other Affiliations: 
Member, Lander College Alumni Association; served two 
years as Alumni Association President 
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Member and Regent, Columbia Chapter, Daughters of the 
American Revolution 

Member and Organist of Bethel Mathodist Church 

Member, South Carolina Camellia Society 

President, DAR Regents Council for the Columbia area 


Platform On Association Affairs: 

Believing in the purposes and ideals of The National Sec- 
retaries Association (International, I pledge my time, 
my energy, and my though to the task of achieving the 
goals of the organization by: 

Never losing sight of the fact that the organization be- 
longs to its members, and the over-all program must 
challenge their interest, enthusiasm and support; 
Seeking greater recognition for NSA through business, 
industry, government, and education by means of its 
three-fold program; educational, professional, and civic 
activities; 

Always working in full cooperation with other Board 
members for the best interest in NSA, CPS, and the 
Home 


Wi Candidate for Southwestern District Vice President 
Miss Margaret McCormick, St Louis, 
Missouri 


Education: 
Graduate of Rosati-Kain High School 
St. Louis University, B. S. Degree 
Passed three sections of the CPS examination 


Employment: 
Present—Secretary to Dr. E. A. Doisy, Director of the Bio- 
chemistry Department of St. Louis University 


NSA Activities: 

1946 Joined St. Louis Chapter 

1951-1953 President, St. Louis Chapter 

1953-1954 Treasurer, Missouri Division 

1954-1956 Vice President, Missouri Division 

1956-1958 President, Missouri Division 

1958 Charman, Arkansas-Kansas-Missouri-Oklahoma Re- 
gional Conference 

1958-1959 Southwestern District Assistant Editor, THE 
SECRETARY 

1959-1960 Southwestern District Vice President 

Has attended all Missouri Division Meetings and all Re- 

gional Conferences held within the Region 
Has attended all Association Conventions since 1951 


Other Affiliations: 


Member of Volunteer Film Association 


Platform On Association Affairs: 

To increase our efforts for the Home project and CPS 
project, thereby making these projects an integral part of 
our thinking; 

To strengthen the District by continuing to give Divisions 
more responsibility ; 

To keep all members fully informed of matters pertaining 
to them and the Association and to be cognizant of their 
wishes in all matters 


Wi Candidate for International Secretary 
Mrs. Marie Starr, Fort Lauderdale, Florida 


Education: 
Graduate of Peabody High School, Pittsburgh, Pennsylvania 
University of Pittsburgh (night school), School of Business 
Administration (two and one-half years) 
Various night schools, including the American Institute of 
Banking (eleven years) 
Passed all six sections of CPS examination but not within 
the allotted retake periods 
NSA Activities: 
Present—Executive Secretary to Mr. W. Kenneth Pittman, 
Executive Vice President, First National Bank of Pompano 
Beach, Pompano Beach, Florida 
Previous—Secretary to Harry A. Judge Executive Vice 
President, Fidelity National Bank of West Fort Lauderdale. 
Also ss officer of the bank (Assistant Cashier). (Three 
years 
Secretary to Director of Purchases, H. J. Heinz Company, 
Pittsburgh, Pennsylvania (four years) 
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Secretary to Vice President, Morris Knowles, Inc., Pittsburgh, 
Pennsylvania (three and one-half years) 

Secretary to Vice President and District Manager, Allied 
Building Credits, Inc., Pittsburgh, Pennsylvania (four years) 


NSA Activities: 
1951 Joined Pittsburgh Chapter 
1953 Organized Fort Lauderdale Chapter 
1953-1955 President, Fort Lauderdale Chapter 
Chairman of most committees during first year 
of organization 


1954 Chapter’s entrant in ‘Miss Southeastern District’ 
contest 
1955 Judged Scrapbook Contest, International Conven- 


tion Delegate to Division Meeting (two years), 
Delegate to District Conference (two years), and 
Delegate to National Convention (two years) 
Chairman of Southeastern District Conference 

1955-1956 President, Florida Division 

1956 Represented Southeastern District at Officers‘ 
Clinic, International Convention 
Represented NSA at BPW Biennial Convention 
Co-ordinator of Workshops at Southeastern Dis- 
trict Conference 
Included in first edition of ‘Florida’s Women 
of Distinction” as a result of NSA activities 
Chapter Secretary of the Year 

1956-1957 President, Florida Division 

1957 Organized Hollywood Chapter, Hollywood, Florida 

1957-1958 International Secretary 

1957-1960 Chapter Parliamentarian 

1958 Named in “Who's Who of American Women” 

1959 Co-ordinator of International Convention at 
Miami Beach 

1959-1960 International Secretary 


Other Affiliations: 

Member of St. Anthony's Church 

Past Corresponding Secretary of Fort Lauderdale’s Swimming 
Association 

Past Secretary of Fin aba Club 

Member of Parent-Teachers’ Association (Recording Secre- 
tary 1960-1961) 

Member of American Institute of Banking 

Secretary of American Institute of Banking’s local chapter 
(1959) 

Director of local chapter of American Cancer Society (1958- 
1960) 

Platform On Association Affairs: 

Continue to serve NSA to the very best of my ability; 

Endeavor to cooperate with the International Board in all 
matters of interest to NSA and to preserve peace and 
harmony on our Board; 

Work for the furtherance of our educational program, the 
Certified Professional Secretary, and any other worthwhile 
programs sponsored by NSA 

Continue to strive to bring into ‘existence our Home for the 
retired secretary 


Mi Candidate for International Treasurer 
Miss Olive M. Porter, Wilmington, Delaware 


Education: 
Graduate of Wilmington High School, Wilmington, Delaware 
Extension courses. from University of Delaware and Uni- 
versity of Pennsylvania on various subjects including eco- 
nomics, sociology, and languages 


Employment: 

Present—Secretary to Emile F. du Pont, Member Board of 
Directors; Member Finance Committee; Director, Employee 
Relations Department, E. I. du Pont de Nemours and 
Company, Wilmington, Delaware 

Previous—Has a total of 35 years’ service with E. I. du Pont 
de Nemours and Company, serving as secretary to several 
executives in charge of personnel and labor relations work 
prior to present position 

Stenographer, Board of Public Education, Wilmington, Dela- 
ware 

Stenographer, Judge William T. Lynam, Attorney, Wilming- 
ton, Delaware 

Stenographer, H. K. Mulford Company, Philadelphia Penn- 
sylvania 
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While in Philadelphia, conducted own business in evenings 
as a Public Stenographer 


NSA Activities: 
1949 Charter member, Delaware Charter 
1949-1951 Treasurer, Delaware Chapter 
Member, Chapter Ways and Means Committee 
1951-1953 President, Delaware Chapter 
1953-1956 Treasurer, Delaware-Maryland-District of Colum- 
bia Division 
1954-1955 Member, Chapter Bylaws Committee 
1955-1956 Member, Chapter Bulletin Committee 
1956-1957 Member, Chapter Scholarship Committee 
Member, Chapter Education Committee 
Member, Chapter Secretaries Week Committee 
Chapter Parliamentarian 
1957-1958 Member, Chapter Bylaws Committee 
Chapter Parliamentarian 
NSA Representative, Region II, Federal Civil De- 
fense Women’s Council, Washington, D. C. 
1958-1959 Chapter Parliamentarian 
Chairman, International Resolutions Commitee 
1959-1960 International Treasurer 
Member, Chapter Bylaws Committee 
Member, Chapter Secretaries Week Committee 
Chapter Parliamentarian 
Has attended all International Conventions from 1952-1959 
Has attended all District Conferences, Regionald and Di- 
vision Meetings 1951-1957 
Has attended Division Meetings 1958-1959 


Other Affiliations: 
Grace Methodist Church, Wilmington, Delaware 
Mizpah Chapter, Order of the Eastern Star 
Du Pont Country Club 


Platform On Association Affairs: 

To assist in maintaining an active and enthusiastic mem- 
bership; 

To help in interpreting the responsibilities of membership 
as well as the privileges; 

To be of service in continuing a public relations program 
to further our objectives, thus promoting the growth of 
our organization as a professional Association; 

To assist in the constructive build-up and advancement of 
the interests and ideals of the Association as a whole 
to best and most efficiently serve the common good; 

To encourage the membership in participating and promoting 
the Certified Professional Secretaries program, with the 
objective of increased recognition of CPS by management; 

To be of constructive assistance in promoting the develop- 
ment of the Retirement Home project 


Mi Candidate for Northwestern District Trustee, 
National Secretaries Association Home Trust Fund 


Mrs. Loda Mae Davies, Minneapolis, 
Minnesota 


Education: 
Graduate of Menomonie High School, Menomonie, Wisconsin 
Graduate of Winona Business College, Winona, Minnesota 


Employment: 
Present—Secretary to H. B. Bowen, District Sales Manager, 
Spencer Kellogg and Sons, Inc., Minneapolis, Minnesota 
(has worked for this company 33 years) 


NSA Activities: 

1942-1943 President, Minneapolis Gopher Chapter 

1956 Minnesota Division Treasurer 

Served as editor of chapter bulletin, MINNEAPOLIS GO- 
PHER CHATTER 

Has attended several Regional Conferences and Division 
Meetings 

Attended International Conventions in 1954, 1956, and 1958 

Has served on chapter Ways and Means and chapter Bylaws 
Committees 


Other Affiliations: 
Twin Cities Women’s Traffic Club, Inc. (President 1941) 
Business Girls Six O’Clock Club (President 1943) 
Minneapolis Toastmistress Club (President 1945 
Campaign Worker for Community Fund, United Cerebral 
Palsy, Sister Kenney, and Red Cross 
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Stuffing ip ee ! 


In one hour and fifteen minutes, 
forty-three members of Hartford, 
Connecticut Chapter stuffed 13,729 
envelopes with four inserts to com- 
plete the civic committee’s project 
for the Arthritis and Rheumatism 
Foundation. 


hw Fhet's In! 


Stenoscope reported on the meeting 
of Norwich-New London, Connecti- 
cut Chapter which was held at the 
U. S. Naval Submarine Base in 
Groton. A tour of the Submarine 
School was preceded by dinner at 
the Officers’ Club. 


How Can We Help? 


Allentown, Pennsylvania Chapter re- 
ceives from the Lehigh Community 
Council a list of services, not requir- 
ing cash outlay, that can be performed 
for people in the community the year 
‘round. Other chapters might check 
with their local chambers of com- 
merce for a similar list. 


oe a With |, a | 


Sierra Mar Chapter, Santa Barbara, 
California, has adopted the Allied 
Arts of Santa Barbara, a liaison and 
service agency between local cultural 
organizations, as their civic project 
this year. Many evenings have been 
spent bringing their mailing lists up 
to date, running the addressograph, 
stuffing envelopes, and other tasks. 


be * vena Impressi on / 


A member of Blackhawk Chapter, 
Davenport, Iowa, a secretary in a 
large industrial plant, recently con- 
tacted the personnel director of the 
company with the suggestion that it 
would be beneficial to all secretaries 
to have access to THE SECRE- 
TARY. A few copies were re- 
quested for examination. The per- 
sonnel director was favorably im- 
pressed and the result was that the 
company placed a_ subscription for 
the magazine, routing each copy to 
the secretaries throughout the plant. 
Would your company be interested? 


CPS Same Spreads 


Airborne Ambassadore of Airborne 
Chapter, Inglewood, California, re- 
ports a recent issue of the Los An- 
geles Times carried the following 
advertisement by a local firm: “...an 
executive secretary to the general 
manager.” Among the qualifications 
desired were, “mature, congenial, 
well-rounded personality, and an AB 
or BS degree, or a CPS certificate.” 


hewn - ™ Taking Geol 


To prove that statement, even in the 
“boss field,” Santa Monica, Califor- 
nia Chapter’s boss of the year was 
Mrs. Dorothy T. Leff, chief, master 
schedules, Douglas Aircraft Com- 
pany. Her secretary, Eleanor Mc- 
Grath, was very happy about the 
whole thing. 


Good Wark! 


During the White House Conference 
on Children & Youth, held in Wash- 
ington, D. C., the Presidential, Capi- 
tal and Executive Chapters, offered 
their services. They typed identifica- 
tion badges for all participants, in- 
cluding some 7,000 nominees, pro- 
cessed work-group assignment cards, 
and prepared duplicate registration 
cards. 


Conctie the ee 


It keeps its head—it does not fly off 
the handle—it keeps pounding away 
—it finds the point; then drives it 
home. It often looks at the other 
side too, and thus often clinches the 
matter. It is the only knocker in the 
world that does any good. Gateway 
Goings, Jacksonville, Florida Chap- 
ter. 


| a | Mitinahemel 


Milwaukee, Wisconsin Chapter re- 
cords two bosses who attended their 
bosses night dinner for thirteen years, 
one for nine years, one for eight 
years, six for seven years, and five 
for six years. Their last event added 
five more to the group of five years 
and over. 
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»* Sititactes Necessary? 


Senator Allen B. Allen of Texas, 
alias Harold Ward, president of the 
Johnson Nut Company, Cedar 
Rapids, gave an impersonation on 
the necessity of secretaries at the 
Kewanee, Illinois Chapter’s second 
boss night dinner. “While the world 
is filled with serious problems,” he 
stated, “a sense of humor adds life 
to our years and while it is easy to 
see the many problems facing the 
world, it is just as easy to see the 
joys.” 


A Good Secretary 


The Vancouver Link, Vancouver, 
Canada Chapter states: “The good 
secretary is intelligent, attractive, 
has a dynamic personality, a pleas- 
ing voice. She is flexible; well versed 
in worldly affairs. She reads news- 
paper editorials and the financial 
pages. She has an overwhelming en- 
thusiasm for her job and no need to 
blow her own horn. The job she does 
bears that out.” 


Yours Very Truly 


Ttereve Chapter, Everett, Washing- 
ton, reports that an executive of a 
certain company was startled to find 
himself called upon to say grace at 
a banquet. He bowed his head and 
said: “Dear Lord, we thank Thee 
for all Thy favors of recent date. Per- 
mit us to express our heartfelt grati- 
tude. We trust we may continue to 
merit Thy confidence and shall re- 
ceive more of Thy blessings in the 
future. We remain yours very truly, 
Amen.” 


Whrds he | lei By 


From the “President’s Message” in 
Brazoria Link, Brazoria County, 
Texas Chapter, we quote: “Life 
offers no higher pleasure than that 
of surmounting difficulties, passing 
from one step of success to another, 
forming new wishes and seeing them 
gratified. He who labors in any 
great or laudable undertaking has his 
fatigue supported by hope, and after- 
ward rewarded by joy.” 
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A Thought About i, a ‘ 


LaPine Chapter, Alexandria, Louisi- 
ana, reprinted from an _ editorial 
in “Toastmaster,” these words: “The 
ideas in your mind, the knowledge 
you have gained, your skills and your 
abilities all are given you to be used. 
If you selfishly hoard them, they 
produce no good either for yourself 
or for others, but if you release them 
in service and in production for the 
general good, they grow and increase 
in value.” 


Belles, Buttons and Bows! 


Romance was in the air in Chicago 
at Lake Shore Chapter’s fashion 
show benefit for the scholarship fund. 
The table decor was a silver bell 
tied with a white satin bow, trimmed 
by a large white wedding ring. The 
program featured “belle meets beau.” 
The fashions opened with an office 
scene and proceeded to the love 
story, ending with wedding bells. 
The highlight was the announcement 
of the belle with the loveliest hand- 
writing. The raffle winner has a 
date on a DC-8 United Airlines Jet 
Mainliner for two round trip tickets 
from Chicago to San Francisco and 
Los Angeles. 


“cc L, ”? 
: stor 


“Ever upward—is symbolic of our 
chapter aims. The theme of our 
cover with the mountain for eleva- 
tion and the cross for faith, hope and 
understanding, are in keeping with 
the title, all very necessary for the 
success of our chapter.” Montreal 
Chapter, Quebec, Canada. 


Ch apter His tory 


Amanuenses Chapter, Evanston, IIli- 
nois, has developed a short history 
of its activities since its inception in 
May 1946. Perseverance has paid 
off as the accomplishments of this 
chapter show through the years. A 
new project is the Green-Hart Schol- 
arship to memoralize two of their 
deceased members, one a charter 
member. 


Point of Information 


Niagara Falls, New York Chapter, 
gives the following interesting infor- 
mation in Whirlpool Whispers: “The 
earliest record of a shorthand system 
is one developed in 63 B.C. by 
Marcus Tulius Tiro, one of Cicero’s 
friends. His system was used for 
recording speeches in the Roman 
Senate. It was taught in the schools 
there and remained in use for several 
centuries before it died out or was 
lost. The art was revived in the 16th 
Century but it was not until 1837 
that Pitman devised the system still 
in use today, with modification. 
There are other systems; the most 
popular being Gregg and Speed- 
writing.” 


Think Alhent This ! 


Southern Accent, Old Dominion 
Chapter, Richmond, Virginia, prints 
this bit of information: “Want to 
throw something at the Boss? Your 
aim may be good, but your heart 
just will not be in it—statistically, 
that is. A recent survey indicates 
women tend to lose their tempers on 
weekends. Workdays are reserved 
for the men—as are inanimate ob- 
jects. A gentleman may kick a chair 
as much as he chooses—a lady, 
never. Other human beings and so- 
cial situations tend to provoke 
women. Incidentally, beware of the 
boss before lunch. A hungry human 
may be an angry human.” 


Sell ling Oe Profession 


President Mary Fisher, Passaic- 
Clifton Chapter, Passaic, New Jer- 
sey, spoke to the “Office of Tomor- 
row Club,” Lodi High School, her 
topic being “What is in the CPS 
rating for me?” In addition to alert- 
ing these future secretaries of the 
importance of the CPS program, 
President Fisher also spoke of the 
educational programs available 
through the American Institute of 
Banking. President Fisher also ap- 
peared before the members of the 
Future Business Leaders Group of 
Pope Pius XII High School, speak- 
ing on “Today’s Secretary in the 
Office of Tomorrow.” 
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New Pusuic RELATIONS 
DirRECTOR APPOINTED 


@ The International Board of Direc- 
tors are pleased to announce the 
appointment of Peggy Norton Rolla- 
son as NSA’s new public relations 
director, following the resignation 
of Barbara Pradel Price. 


For eight years Mrs. Rollason 
worked in the public relations field 
for the firm of Benjamin Sonnenberg, 
starting as secretary and advancing 
to assistant to Ray Josephs, promi- 
nent author of business books and 
magazine articles. It was here she 
began her own freelance writing and 
became interested in NSA. 

In 1958 she joined the Gregg Pub- 
lishing Division of McGraw-Hill 
Book Company as Special Editor of 
the 60th Anniversary issue of Today’s 
Secretary. Following this, she be- 
came a Specialist in Educational 
Services, working with career guid- 
ance counselors in the secretarial 
field. 

Articles by Mrs. Rollason have 
appeared in Today’s Secretary dur- 
ing the past three years, and recently 
in Purchasing Week and other busi- 
ness publications. 

Mrs. Rollason makes her home in 
' New York with her sixteen year old 
daughter, and her mother, who is 
employed as a secretary. 

You will want to become ac- 
quainted with her at the Pittsburgh 
Convention. 
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District Assistant 
Editors 


Great Lakes District, Mrs. Anne Tipner 

c/o AMA, 535 North Dearborn, Chicago 10, 
Iinois 

Northeastern District, Dorothy Lundblad, CPS 
South Eagleville Road, Starrs, Connecticut 


NOTICE 


NSA 
ANNUAL DUES 


Payable June 1 
Delinquent 
September 2 


Northwestern District, Mrs. Velma Thompson 
R. R. No. 1, Box 221, Le Claire, lowa 

Southeastern District, Mrs. Thelma McGrath 
c/o The Courier Journal, Louisville, Kentucky 


Southwestern District, Mrs. Bernice Goodwin 
106 Vista del Mar, Redondo Beach, 
California 











Lilt burgh Hilton 


*All Rooms with Radio and TV 
*All Rooms are Air Conditioned 


Hotel Reservations will be accepted by the Pittsburgh Hilton Hotel 
ONLY if the attached form is used. 


Mail this form to: FRONT OFFICE MANAGER 
The Pittsburgh Hilton, Gateway Center, Pittsburgh 30, Pa. 


Please Reserve Room (s), of the type ( ) below: 














Arrival Date at M Departure Date... i 3 ee 
Name 

Address. City........ ot a 
Remarks ......... se aA Be Sey Sea ODER nc ot oe eccey BOAR NARA Pee VO hee Pan et Core 
pees Oe ............-......... $ 9.00 [] $13.00 [] 
For One Per Day $14.00 $18.00 [] 
Dowmeie Betveom with....:................:..................... $13.00 [] $15.00 [] 
Bath For Two Per Day. $16.00 [] $20.00 [] 
Twin Bedroom with... $15.00 [] $17.00 Fj 
Bath For Two Per Day........ $18.00 [J $22.00 [] 





Suite-Living Room, Bedroom and Bath 





Studio For Two $32.00 [] $35.00 [] $37.00 [] 
Studio For One $28.00 [] $30.00 [] $33.00 [] 
Parlor Suite For One $46.00 [] $50.00 [) 
Parlor Suite For Two From $50.00 [] 





More Than Two Persons In One Room $4.00 Each Additional Person. 
Reservations Held Until 6 P.M. Unless Later Time Is Specified 


THE SECRETARY—May, 1960 

















Memorial 
Tom Douglas Spies, M. D. 


Just a year ago, NSA proudly presented the 
first International Boss of the Year Award to 
Tom Douglas Spies, M.D., of Birmingham, 
Alabama. He was Director of the Nutrition 
Clinic at Hillman Hospital in Birmingham, 
and Professor and Chairman of the Depart- 
ment of Nutrition and Metabolism at North- 
western University Medical School, Chicago, 
Illinois. 


He was the boss of Margaret Owen, member 
of Birmingham Chapter, Alabama. 


Dr. Spies died of multiple myeloma in the 
Memorial Center for Cancer and Allied 
Diseases, New York City, on February 28, 
at the age of fifty-seven. 


In a letter to a friend he is quoted as say- 
ing, “I am not interested in what has been 
done; I am interested in what there is to do.” 


He dedicated his life to “what there is to 
do,” and was considered the dean of the 
physicians in the field of nutritional deficiency 
diseases. 


Numerous awards and citations were be- 
stowed on this great man for his contributions 
to the health of all peoples and nations. His 
death is a loss to the world. 








We 
Attend the Ps Convention in 1960 











